Wise CRM User & Administrator Manual

Wise CRM

User & Administrator Manual

Customer & Lead Relationship Management

55a102L) Ot ASyd i /SyGaNIrf &aSNBSNIi az2o0AfS

@ WISETECHNOLOGIES
e

Wise Technologies d.o.o.
Ljubljana

Pagel of 83



Wise CRM, User & Administrator Manual

Contents
I 11 0T [T 4o o [P PPPEPRPRP 5
WHhO thiS MANUAI IS TOL.....eiiiiiiiiii e e e e e e e e e e e e s e et reeeeeaaaeeee s 5
HOW the SYStem fitS tOQELNEE......ccvii e e e e e aee s 5
How the application IS OrgaNISEA.........uiiiieiiii e e e e e e e e e e e e e aaaeeeeessnnnnne 5
2. GELING STAMEM..... . eeeeiiiieie ettt ettt e e e st e e e e st bt e e e sk b e e e e e e s aabb et e e e aabbeeeeesanbnreeeeesnneeeeesae 6
2255 I 1 To To 1T 1T SRRSO 6
P N T [T =Y o Lo = PP PPRPTTUPRP 7
LT B 1Y (@ B o= o o =S PPPPPPRRR 7
2.3 Ifthe 10gIN tIMES OUL........eiiiiiiiiiii ettt e st e e e s st e e e e b e e e e e enneees 7
2.4 THE fIVE TADS ..ottt e e e e e e e e e ettt e e e e e e e e e e bbb e e areereeaaeaeae s 7
2.5 Saving, discarding and the TOCK...........c.uuiiiiiiiiee e ee e 8
2.6 Keeping data frESN....... e 8
HdT ¢KS Y FNT e 2y k8 0Z0. 0200 e 8
2.8 How Wise CRM asks YOU @ QUESHIQN............cciiiiiiiiiiieiiiiiiceis s s s s e s e e e e e e e e e e e e e e e e e eee e aeeeenee e e as 9
3. Onboardingg Setting UpP & NEW LICENCE.......coiiiiiiiei ettt e et eee e 10
T ATV F= U= W o= g Lo SRR Tox U=V (< 10
3.2 Step one: generate the GUILD.............ooiiiiiiiiiiic e e e e e e e e aeaaaaaes 10
3.3 Step two: create the direCtory 0N the SEIVEL.........ooi it 10
3.4 Step three: the first admiNIStratOr............ocoii i e s 11
The email addressg and Why it iS MaNAatory.............uuuiiiiiii e 11
I L= = 41U 11
The PaSSWOrd, ASKEA tWICE.........i i et e e e s e e e e e s r e e e e e e e e s s s sanenrreeenaeaaeeeeas 12
TR 0T = 0 51T =T o T PSP 12
3.6 What the new lICeNCe [00KS lIKE............uuuriiiiiiieee e 12
THE rESE OF the SEIUP. .. oottt e e e eeee 13
.7 THEN e A8 ..cci it e e e e e e e e e bbb e e e e e e e e e e e s aaebeeee e 13
A CRECKIIST. ...ttt e oot e e et e e e e e e e e e e bbbt e et e e e aaeeeeeaaaane 13
I o T T O U ] (o] 0= £ 1= PP 15
o R T Lo [T g T = W ot U 1 0] 1 = U TP TP 16
SEAICH (JUMP 1O NMEXLY....eeeeeeiie ettt et e e e e e e e e s bbbt e et e e e e e e e e e e s e e annbbbreeeeaaaaeeaans 16
T OSSR 16
THE DEBTORS VIBW...1ettiiiieeeieiieiieiietteteeeeeeee e e s s s st tesaeeeeeeaeeeassaasssstaneeeeaaaaeeeesesanssnssnnneeeaaeeseennnn 18
4.2 Creating and editing @ CUSTOMEBL..........uuuiiiiiiiiie et e e e e e e e e e e aanb e e e eeeas 18
G T o] g | = Lo £ PPPPP 19
o N @] 141 4 1¥ ] T Tor= 1 o] g =Tt €0 ) o L= SRR 20
4.5 INVOICING AN PAYMIENTS ...eeiiiiiieeie ittt e e e e ettt e e e aa e e s e s s bbbbeeeeeeaaaeaaasseaannnbbeaeeeeaaaaaeas 21
A CUSLOMET YOU A0 NOL INVOICE .....eiiiiiiiiiiiitet ettt ee et e e e e e e e e e e et e e e e e e e e e e e s aas s nnnebeeeeeas 22
4.8 DOCUMIEBINES. ...ttt ettt e e e e e e ettt et e e e e s e s bbbt et e e et e et e e e e s e s e s b e b e e e et e eeeeee e e e e e s bbb benn e e e e e eaaeeeeeeannnnn 23
4.7 Keywords, projects and CuStom fields............uuuiiiiiiiiii e 23

Page2 of 83



Wise CRM, User & Administrator Manual

4.8 Tasks, integrations and the change 1ag...........ccuiiii i 27
4.9 Converting and deIETING. .........uuiiiiiiiiee e 29
T B [ =T Vo K 1= T o TP PRSPPI 30
5.1 Everything the Customers tab dOES..........cvviiiiiiiie e e 30
5.2 The folloWUP WOTKFIOW .......eiiiiiieiiicc e e e e e e s s e e e e e e e e e e s s nnnreneneees 31
5.3 CONVEITING @ 1EAM. .......eeiiiiiiiiiii et s e s et e e e bt e e e nnreas 32
B. THE TASKS TaAD. . .eieiiiie ittt e ke s e e e e bt e s s e e e bt e s anr e e e smne e e snr e e e nne s 33
L O (=T 1] T T = 1 SRR 33
6.2 Priority, status, finish date and rOW COIOULS...........uuiiiiiiiiie it 34
6.3 VISIDIlity G WNO SEES @ TASK.....eiiiiiiiiiii ittt s e e 36
6.4 EMail remMiNAErS (AIEIES)......uciiiie i et e e e e e e e e e e e e e et et e e e e e e e et ea e e e aaaaaaaas 37
6.5 Linking, keywords, comments and dOCUMENLS. .......ccuuieeiiiiiiiiiiiiiiiieeeeee e e e e s seereerre e e e e e e e e e e enneees 38
Linking a task to cUStOMErS and [EAUS .........oiuiiiiiiiiiiiiei e ree e 39

6.6 FINdiNg tasks and AeletiNg.........oovvviiiiiiiiiiiiiee e e s s e s e e e e e eeeaeeeeeeaearanes 41
0 1 1= )L ST 1= o SRRSO SPPPPRPRRRR 42
7.1 WOTKING WIth NMOTES......ciiiiiiiiie ettt e ettt e e s et et e e e asb b et e e s anneneeans 42
Browsing and editing are two different MOdeS..........cooo i 43

7.2 Filtering and readability..............coooiiiiiiii e 43
The yellow highlight in the tWO TISES........cooiiiiiii e a4
How firmly a restricted Note iS hidden...........ooovieieiiieee e a4

8. DocUMENt MANAGEIMENL......cciviiiiiiiieiiii ettt s et s s s e errr e e s estrnneseesensanseessenssnnseeeeeesssnnnen 4O
8.1 One ibrary, MaNY FECONUS ... ...uiiiiiiiiiie ittt e e s e s bt e e st b e e e e e snbbeee e e annnees 46
8.2 OPENING thE MANAYET.......ciitiiiiei ittt ettt e e sttt e e s st e e e e s sbbneeeesnnnnnees A7

L IRC I == Vo [ o TR TSN [ SRR A7
8.4 The name is yours; the extension belongs to the.file.........ccocii i, a7
8.5 Reading a document: OPEN and DOWNLOAD..........ocuitiiiiiieiee ettt a7
8.6 Changing a document: EDIT.........ccooiiiiiiiiii e e e eeeen e A8
8.7 Contract, qUOLALION AN INVOICE........ccei e eeee e e e e e e e e e et e e e e e e aeeaeas 48
RSN (o ol = e (oot U a3 1= o ) AP PRSP 48
9. Incoming Malilg the ACHIVITY FIAG ... ..eeeiiiieiii it e e e 49
9.1 What happens When Mail arfiVES..........oooiiiiii et e e e e e e 49
9.2 WOTKING the flag.....ceei ittt e et e e e e eaeeeas 49
9.3 Setting it UP (AAMINISITALOr / PEF USEE)...uuiiiiieieeeiie ittt eeeeeee e e s e s sttt eeeneeeaeeesssannnsseranereeeeeaaes 50
O Y = TSI = g F= 1 T o o TR UPUPPRPPPN 51
10.1 ChOOSING the FECIPIENTS ...cciittiiee ettt e et e e e e bt e e e e e st e e e e snnbeee e e annaes 51
10.2 The MmesSage and SENAING. ... ...couiiiiiiiie et e et e et e e e sttt e e e s sabeeeeessbeneeeessebeeeeesanes 51
11. Settings & AMINISIFALION. ..ottt e e e et e e e e e e e e e s s e anabbbbeeeeeeaaaeeaeaaannnes 53
R I g Lo g o T =0 [ 1 OO PP PPPPRR 53
Lock delete to noradmin - who may delete and rename..........ccccvveveeeiieee e 54
11.2 Users and access (2dMINISIIAtOIS).......ocuuutiieiieiieeae ettt e et e e e e e e e e e e s abanebeeeees 56

Page3 of 83



Wise CRM, User & Administrator Manual

Project jurisdictiong how visibility is deCided...........cccuuiiiiiiiiiiee e 57
11.3 Email configuration @nd [0S . ........ccuoiueiiieiiiieee ettt 57
11.4 Custom fields and INtEGrAtIONS.........ccoiiuuiriieiiiiieee et e e e e s e e e e e e e e 57
003 ] o o T A= U o =t o T ) A SRS 58

12. Configuration Files (AAMINISIIALOL)........uuiiiiieeeeiiiiciiiiee e e e e e s se s e e e e e e e e e e s e s snrr e e ereeeeeeeeaean 60
12.1 mail.tXtG e-mail CONTIGUIATION.......oitiiiei it e s 60

(@10} o [0 1] o 5]V I 2 PR 61

Incoming (IMAPX, the ACHVILY flag.......ccouiiiiiiiiiii e 61
12.2 integrations. Xt eXternal @CHONS..........viii ittt e e e e snnrreeee e 62

2] (oTod g8 (0] 41 =1 SO TSP PRPTRR 64

Placeholders (replaced before the SCHPL FUNS) .....uueeeiiiiii e 64

What ShIPS WItN Tl e e e e s snnnneeee s 64

R B e[ o] o L3 Y o L PRSP PP PP ROPTPP 65
R 0 I @0 o1 = o 1 Vo SRR 66
R T I o = {011 g = o P REEPRURRR 68
R TR T 1= TS 2 11 1= £ SRR 71
13.4 Visibility¢ same rules as the deSKIOP......cccooiiiiiii i e e e e e e e e e e e e e e e 72
14. ADMINISEratioN & SEIVEE NOLES. ......ciiiiii ittt e e e e e e e e e r e e e e e e e e e e e s e e annbeeneeas 73
R I g Lo Y SRRSO 73
27 B oo [r= Lo (=30 Ao =T o] o)A 0] o [T 73
14.3 Firewall troubleSNOOtING........ccco oo a e e 73
I - - T o o7 14 =SOSR 75
ST V=T Yo F= 1Y o1 T PO PP PPPPPPPPPRPN 76
16. Importing and EXPOrting Data.............coooiiiiiiiiiieess s s e e e e e e e e e e e eeeeeeeeaenannnnnr e e e neneneeaaaa T
16.1 The Shape Of the filE...... e et e e eee e 77
16.2 The COIUMNS.. ..ot e e s ee e e e e e e e e e sesnnnsennnnsseeeneaaeeessssnnnsnssssenneeeeneeeed T
16.3 The modifier code choosing the beNaVIOUL..............uuiiiiiiiii e 79
G AN (1 ]| 4 0T o NSRRI 4 ©
16.5 Loading the Shared lISIS.......c.ueiii it e e 80
16.6 IMporting ONlY SOME COIUMINS.......oiiiiiiii ettt e e e et e e e e e e e e e s e b neeeeeeeas 80

Filling IN @ MISSING GUUIESS. .....eeeeeiiiee ettt et e e e e e e et e e e e e e e e e e e e e anbnbeeeeeeas 80

Adding a contact to organisations that already eXiSt.............ccccuiiiiiiiiiiiie e 81
16.7 HOW FrOWS are MAtCNEU. ... ..ceiiiiieeiei ittt e e e e s e re e e e e e e e e e s e s st eeeeeeeeeeeeessnnnnneneneees 81

What an impPOrt NEVEN CRANGES ......oiiii ittt e e e e e et e e e e e e e e e e e e e s s nnnnbeeeees 81
16.8 Several contacts for 0N OrganiSALION ...........uuiiii it eeeeeeas 82
HGIRe = d o T 1] o PP PRI 82

L= e 18T o IR g o TP TP PPPPRPPTR 82
16.20 WHILE Tt FUNS...cceiiee ettt e e e e e e e e ettt e et e e e e e e e e e e abebbeeeeeeaeeeeesannnbnnnbeeeees 83

Paged of 83



Wise CRM, User & Administrator Manual

1. Introduction

Wise CRM is a customer and lead relationship management application built by Wise Technologies. It
keeps a complete, shared record of every organisation you workaquitistomers and leads alike

together with their contacts, communication history, documt invoicing status and the tasks your

team needs to complete.

The application is a Windows desktop client that talks to a central server over a fast, encrypted TCP
connection. Because all data lives on the server, every user of your licence sees the same information,
and edits made by one person become availableviergone else the moment they refresh. A companion
mobile app (Android and iOS) gives read access to the same data on the move.

Who this manual is for

This manual is for everyday users and for administrators. Most of it applies to everyone; sections and
paragraphs that require administrator rights are marked accordingly. The final chapters cover the
configuration files and server topics an administratmintains.

How the system fits together

w Desktop client (WTCRM.exe)the full application: browse and edit customers, leads, tasks, notes
and settings; send massneail; run integrations.

w Server (WCRM_Server.exestores all data as files on the server disk and serves them to every
client over TCP. One server can host many separate licences.

w Mobile app (Wise CRM Mobil&) a lightweight reaebnly companion that connects to the same
server and shows the same customers, leads, tasks and notes.

How the application is organised
The main window is divided into five tabs, each covering one area of work:

w Customers; organisations you already do business with, including invoicing and payment tracking.

w Leadsg prospective organisations you are still pursuing, with a foligpworkflow.

w Tasks; to-do items that can be linked to a customer or lead, with reminders, priorities, colour cues
and an audit trail.

w Notes¢ free-form shared notes with keyword and paser visibility filtering.

w Settingsci KS aKINBR fAada 602dzyiNASas OAGHMAB T LINR2SOI
configuration, and your own account preferences.

Tip ¢ tooltips everywhere

Almost every button in Wise CRM has a tooltip. Hover the mouse over a control for a moment and a :
explanation of exactly what it does will appear. This manual and those tooltips describe the same
behaviour.
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2. Getting Started

2.1 Logging in

When you start Wise CRM the login screen appears. Enter the user name and password provided by your
administrator and confirm. The application connects to the server, downloads the shared data, and opens
on the Customers tab.

I @ Wise CRM Login x

| Licence number Version

|| d3e40a 1b-c3d4-4e5f-8a9b-0c1d2e3f4a5hb = 80

WISETECHNOLOGIES
CRY

LOGIN ' ‘ EXIT e

Licence: DEMO m

Figure 1.The login screen. The licence number sits at the top, the credentials in the middle, and the licence check result is
reported in the bottordeft corner.

Three things have to be right before you are let in, and the screen tells you which one failed. The licence

must name a data set the server knows: the moment the screen opens, the client asks the server about

the stored licence and reports the answer irethottom-left corner-a [ A O3 REH]1 SRZI hYdé YSI y
data set was found. The user name must be ama@l address that exists in that licence's user list, and

the password must match it.

Username (email)
admin@northwind.demo

*hkkik

LOGIN ‘

Figure 2Credentials. The user name is thmail address recorded for you in Settings, not your display ndingename is
what other users see on your tasks and actions.

Press LOGIN (or Enter) to continue, EXIT to close the application without connecting. A wrong user name
or password is reported in place and you can simply try again; the licence, server address and port are
remembered between sessions, so in daily use tim password has to be typed.

Default view:if you have set a default project for your account (see Settings), the Customers and Leads

lists open preiltered to that project, so your most common working view is ready immediately.
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2.2 The licence

Each installation is bound to a licenga unique key that selects which data set on the server you work

with. The licence is entered on the login screen (masked for privacy; an administrator password reveals
it). Committing a new, valid licence switchie client to that data set and clears the user name and

LI aag2NR a2 @&2dz Oy aAriay Ay sAGK GKFIG tA0SyOoSQa

| Licence number

khkkkkhkhd Fhkhkhk Fhhkhk FEAd Ahkddkdhhhdkhhd I_ Show

Figure 3.The licence field, masked. The mask is not editable teista readonly standin, so it cannot be mistaken for the
real key or copied as one.

The licence key is effectively a credential: anyone who can read it off the screen can point their own
client at your data. That is why it is shown masked. Ticking Show revefaistiie public DEMO licence
immediately, for a real licence only after thdministrator password has been entered. Screenshots and
screen sharing are the reason this exists; leave it masked unless you are actually copying the key
somewhere.

DEMO fallbackif the licence field is left empty or an invalid key is entered, the client falls back to a read

only DEMO data set instead of hanging. This lets you see the application working before a real licence is
in place.

The DEMO licence
The public demonstration licence is:

d3e40alb- c3d4- 4e5f - 8a9b- 0c1d2e3f4a5b

Type it into the licence field and log in as admin@northwind.demo with the password demo. It is a
complete invented data setcustomers, leads, tasks, notes, documents and fully populated settings
meant for trying the program out and for the screenshiotshis manual. Nothing in it belongs to a real
company, and every-mail address in it ends in .demo, which cannot resolve.

Treat it as a shop window rather than a sandbox. It sits on a public server and anyone can reach it, so do
not put anything of your own into it, and do not rely on what you leave there still being there tomorrow.
Deleting and renaming settings entries ledked for the demo account whatever the LOCK DELETE
checkbox says (section 11:3yhich is what stops a passing visitor from emptying the lists for everybody
else who is looking at it.

2.3 If the login times out

A login that hangs and eventually times out almost always means a firewall is blocking the connection to
the server. On the Settings tab, the OPEN PORT button creates a Windows Firewall rule that allows this
computer to reach the CRM server. This requadmiinistrator rights and shows a Windows UAC prompt.
You only need to do this once per machine, and only when a restrictive local or corporate firewall is in the
way. (Administrators: see also chapter 14 for a seside firewall pitfall.)

2.4 The five tabs

Switch tabs by clicking their titles at the top of the window, or use the function keys as shortcuts:

CUSTOMERS (F1) | LeaDs (F2 TASKS (F3) | NoTES (F4) SETTINGS (F5

Figure 4The tab bar. The function key that jumps straight to each tab is part of the tab title, so the shortcut is always in
front of you.
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(G Tab

F1 Customers
F2 Leads

F3 Tasks

F4 Notes

F5 Settings

2.5 Saving, discarding and the lock

Whenever you edit a record, Wise CRM locks it on the server so that no other user can overwrite your
work at the same time. When you save, the lock is released and your changes become part of the shared
data. When you discard, the lock is released anddbesaved state is reloaded.

Unsaved changes are always protected: if you try to leave a record, create a new one, or close the
application while you have unsaved edits, Wise CRM asks you to confirm before anything is discarded.

2.6 Keeping data fresh
Because several people may use the same licence, the data on your screen can become slightly out of
date during a long session. Two Setthgs buttons keep you current:

w REFRESH DAGg fetches the current state from the server without restarting: settings lists, notes,
documents, tasks and the partner index. Use it when a colleague has added a city, project or
keyword and you want to pick it up maession.

w LOGOUT returns to the login screen and restarts the application for a completely clean session;
your edit locks are released.

HPT ¢KS YFEN] 2y | odzidz2y

Several buttons open a screen of their onaocuments, products, keywords, the tasks linked to a

partner, the partner linked to a task. A button on its own tells you nothing about whether that screen has
anything in it, and the only way to find out usemlte to open it.

oA

{2 | odzid2y OFNNARSa | gKAES Ada AONBSy KFa O2yidS
DOCUMENT-St least one document is assigned to this record.
PRODUCT$he partner has at least one product/project.

TASKS (customers and leads) least one task is linked to this partner.

W
W

w KEYWORD$She record carries at least one keyword.

W

w CUSTOMER / LEAD (taskisg task is linked to at least one partner.

-

DOCUMENTS e

Figure 5The mark in place. The same button without it means there is nothing attached/kth is the answer you were
after, without opening anything.

Page8 of 83



Wise CRM, User & Administrator Manual

The rule is the same everywhere, which is the point: one glance across a form full of buttons tells you

where the substance is. The mark follows the record you have selected and updates the moment you
change what is insidethere is nothing to switch onral nothing to refresh.

I odzid2y @oAGK y2 Ad y2i0 RA&alofSR® LG YSIya GKS
thing you wanted to know.

2.8 How Wise CRM asks you a question

Every question this program aska name, a title, an amount, a passwercbmes up in the same small
window: the question at the top, one box to type in, CANCEL and CONFIRM. ENTER confirms and ESC
closes it, so a question can be answered without reactinthe mouse.

The window sizes itself to the question. A dimee question gets a small dialog; a question that has to
explain a format the one behind NEW USER, for instangets a taller one carrying the whole
explanation and an example. Nothing is cut off, andlibe you type into always starts empty, except
where offering the current value is the point: renaming something puts its present name in the box,
ready to be edited rather than retyped.

When the question asks for a PASSWORD, what you type is masked and an eye button appears to the
right of the box. Press it to read back what you have typsdrth doing when a password is not being
accepted and you want to see whgnd press it again thide it. The eye appears only for password
guestions.
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3. Onboardingg Setting Up a New Licence

This chapter is the path from nothing to a working installation: a new customer has bought Wise CRM,
and somebody has to turn that into a licence they can log into. It is short, and almost all of it happens by
itself ¢ but only if the first two steps areahe in the right order, so they are described exactly.

Everything here is done once per licence. If you are joining a licence that already exists, you need nothing
from this chapter; start at chapter 2.

3.1 What a licence actually is

A licence is a directory on the server, named after a GUIBat is the whole definition. The server's

licence check does nothing more than test whetkesntent root> \ <guid> exists; if it does, the
connection is bound to that folder and every file the client asks for from then on is read from and written
into it.

Three consequences are worth knowing before you create one:

w Licences cannot see each oth@ustomers, leads, tasks, notes, documents, the shared lists and the
user accounts all live inside the licence folder. There is no shared layer above it.
w Moving a licence is moving a folde€Copy the directory, keep the name, and the licence has moved.

w Backing up a licence is copying a fold&€here is no database to dump and no export step to
remember.

The DEMO licence is an ordinary licence

It is a folder like any other, with a GUID that happens to be published in this manual (section 2.2
Nothing in the program treats it as a special case except the restrictions on what a DEMO user |
change.

This also means it is a good place to try something out before doing it to a customer's {cence
including a test import.

3.2 Step one: generate the GUID
Pres<Ctrl+Ganywhere on the main window. Wise CRM generates a fresh GUID, puts it on the clipboard,
and shows it to you:

7b3f1540 - 74bd- 5ee0- 518b- 0a4c00883aea

Any GUID from any source would ¢laothing is derived from it and nothing is registered anywhere. The
point of Ctrl+G is that the value is already on the clipboard, ready to be pasted into the mail that goes to
the customer and into the folder name on tlserver, without being retyped in between. A licence GUID
that has been retyped by hand is a licence that fails its check for a reason nobody can see.

3.3 Step two: create the directory on the server
On the server, create a directory named exactly after that GUID inside the content rodécaecit
empty.

An empty directory is not a hdlinished licence it is the correct and complete state of a new one. Do
y2i 021k FAtSa Ayid2 AG FTNRY Fy20KSNJ f AOSyOS (2
use, and a file copied from elsewhedrgngs that licence's data with it.
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settings.txt The first administrator is created (section 3.4), and rewritten by every
SAVE SETTINGS.

partners_index.txt The first customer or lead is saved.

notes.txt The first note is saved.

tasks.txt The first task is saved.

docs.txt The first document is attached.

custom_fields.txt The first loging the template shipped with the program is uploaded

automatically.

userdefaults.txt A user first saves a personal default.

A file that is not there yet is not an error. The server answers a request for a missing file with the single
wordError = | YR GKS Of ASyid NBIR&a GKFG a ay20iKAyYy3 KIFa o
This is why a brand new licence opens without a single complaint.

3.4 Step three: the first administrator

Start Wise CRM, type the new GUID into the Licence field on the login screen and confirm it. The licence
check passesthe folder exists; and the application then notices something else: the folder holds no
settings.txt, so this licence has no user actsuat all. It says so immediately, and offers to fix it:

Wise CRM; empty licence

This licence has no settings yghere is not a single user account in it.

That is what a brand new licence looks like: the folder exists on the server and nothing has beer
into it.

Create the first administrator account now?

The same offer appears at starp whenever the stored licence turns out to be empty, so you cannot
walk past it by accident. Answer yes and you are asked three things.

The email address; and why it is mandatory

This is the login nameNot a formality: the server matches what you type into the LOGIN field against the
emailcoumn2 ¥ (G KS dzaSNAR fA&ddxX ySOSNI I IFAyald GKS yFrYSo |
address could not sign in at glivhich is why the address is asked for first and checked before anything

else.

It is also where the settings audit report is sent when a user deletes or renames entries in the shared lists
(section 11.1), so it should be an address somebody actually reads.

The name

The name is what appears in lists and on recgrdext to a note, in the author column of a registered
FOGA2Yy S Ay (GKS FaairdaySS NAy3a 2F | GFale a! RYAYA&AUN
answer; so is a person's name. It has no ¢féecthe login.
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The password, asked twice

You are asked to type it a second time. This is the only account in the licence: a typo here does not annoy
anybody, it locks the licenagethere is no second administrator to reset it and no way in from outside.

Commas and tildes are refused

A user account is stored as one linealue>~<role>, <name>, <e - mail>, <password> . A comma
or a tilde inside any of those fields would split the line in the wrong place and produce an accoul
nobody can use including the person who just typed it. Both characters are rejected as you ente
them, in all three fields.

What is written is a settings.txt with one section and one line in it:

@Users@1

0~A, Wise Tech, info_wise@wise - t.com, FrERxk
TheAis the administrator role. Nothing else is writtemo lists, no defaults, no placeholder entries. The
credentials are then put into the login fields for you, so signing in for the first time is one press of LOG IN.

3.5 If you answer no

Nothing is written to the server. Because there is genuinely nothing in this licence to sign in with, you are
then offered the way out: switch back to the DEMO licence, from which any licence can be typed again.

Declining that too is a legitimate answethe LOG IN button leads straight back to the same offer, and
the licence field of an empty licence can be revealed without an administrator password. (It has to be:
the password would be read from the settingsixat does not exist.)

3.6 What the new licence looks like

Sign in, go to the Settings tab (F5), and every shared list is mptgountries, no cities, no keywords,
no products, no roles, no currencies, no invoicing companies, No parent organisations, no distributors.
The Users list holds exactly one entry: you

That is correct. The licence contains what has been put into it, and so far that is one administrator. Filling
the lists is the next job, and the order below is worth following because later entries depend on earlier
ones.

1 Products/Projects Everything else can reference a project, and user access is gran
per project. Put these in first.

2 Users Add the rest of the team, then assign each one their projects
(ASSIGNED PROJECTS). A user with no assigned project sees
everything.

3 Countries and Cities Needed before any customer or lead can carry an addressl

before a CSV import can fill one (chapter 16).

4 Currencies, Invoicing Needed before invoicing can be registered on a customer.
companies
5 Roles The role ring of a contact. CEO, IT Manager, Procurement

whatever your sales conversations actually distinguish.
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6 Keywords Freeform classification of customers, leads, tasks and notes. The
grow over time; a handful is enough to start.

7 Parent organisations, Only if you work with groups of companies or through resellers.
Partners/Distributors

Then presSAVE SETTING®thing on the Settings tab reaches the server until yog the whole file is
written in one go.

Lock delete starts switched on

A licence with no stored setting is treated as locked, so in a fresh licence only an administrator ¢
delete or rename entries in the shared lists. That is deliberate: a deleted list entry silently breaks
every record still pointing at it. Section 11.1pkains the checkbox and the audit mail that goes with
unlocking it.

The rest of the setup

w Mail credentialsc outgoing SMTP for massneail and task alerts, and optionally incoming IMAP for
the activity flag. See chapter 12.

w Custom fields; up to five text and three numeric fields, named per licence, appearing on every
customer and lead (section 11.4).

w Integrations¢ the external actions on the integrations window, defined per machine in
integrations.txt (section 12.2).

w Server address and poralready set if the client reached the licence at all; OPEN PORT is the
diagnostic if a colleague's machine cannot (section 14.3).

3.7 Then the data

A licence with lists and users is ready, but empty. Customers and leads can be typed in one at a time,
which is the right approach for a handful of them, or loaded from CSV, which is the right approach for
anything more. Chapter 16 covers importing in fulhcluding how to load the shared lists themselves
from a file, which is often the quickest way to do step 3 above.

Import the lists before the partners

Country, city, language, distributor, currency, invoicing company, parent organisation and conta
fill from a CS\¥nly when the value already exists in the corresponding settings st unknown
label is silently ignored the importer never invents a list entry. Import the lists first, press SAVE
SETTINGS, and only then import the customers and leads.

A checklist

e

1 Ctrl+G on the main windowgenerate the GUID, it is on the clipboard.
2 Create the directory of that name on the server. Leave it empty.

3 Type the GUID into the Licence field. Accept the-fidihinistrator offer.
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e

4 E-mail (this is the login), name, password twice.

5 Log in. Settings tab: products/projects, users, countries, cities, currencies, invoicing companie
roles, keywords.

6 SAVE SETTINGS.
7 Mail credentials, custom fields (chapters 10 and 11).

8 Import or enter the customers and leads (chapter 16).
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4. The Customers Tab

A customer is an organisation you already do business with. The Customers tab shows the full list on the
left and the details of the selected organisation on the right. Each customer holds its contacts,
communication actions, documents, invoicing figutesywords, custom fields and a complete change

log.

| @ wise ckimr i
| [CUSTOMERS (F1) | LEADS (F2) | TASKS (F3) | NOTES (F4) | sETTINGS (F5)
Product /Project Courtry
[Core Platfom +] [fnone) e | | al
Cty Parent Organisation [ ] | 4 J
| [inone) ] [rone) -] i
__erooucts |
[Crers [ewac J[ax J[rone |[][x] l L I ;
r
[ 1l |
Organisation (9) Product Cay so |l | al -
Aidondge Manfactung  Core Platforn  Manchester | [ | | — =
Bluepine Retal Core Platfon ~ Stockholm { = [ l \;‘L] L]
Cobat Heath Services  Core Plafom  Viema { 1 ] : r
Fenwick Liiites Core Platiom | Hamburg { ; { = § I Need (urge t
Harboutine Shipping Core Platforn  Rotterdam | — - :
Mendan Foods Core Platforn  Madid { ochy o ey R [ K | [x] |
Northwind Logistics Core Pltform  London —;‘ o [J o o 2l
Orchid Laboratories Core Platforn ~ Lirecht { i
R e e |
\ 1[x] [ 1 [x]
=
|
|
&
B |
: -
o |
— CIEE e | I ! ! ~ - l

Figure 6.The Customers tab with nothing selected. The detail panel is dimmed on purpose: there is no record to edit yet, so
every field that belongs to a record is switched off while the list, the filters and NEW CUSTOMER stay live.

The tab is read in three columns. On the left is the list with everything that narrevikets, search and

the selection buttons. In the middle is the organisation itself: name, location, project, invoicing and the

three freetext blocks. On the rigtdre the people and the historcontacts at the top, the registered

actions underneath.

' RAYYSR RSGFAT LI ySt A& | RSEtAOSNIGS adlriaSz yz2i
again after you press the X next to SAVE, which deselects the current record. Click any row to wake the
panel up.
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| @ wise CRM - o X
CUSTOMERS (F1) | LEADS (F2) | 1ASKS (F3) NOTES (F4) | seTTINGS (F5) |
| Product/Project Country
| [Core Pitfom ¥] [none) i | Meridian Foods C:T:,Rz:mm g | T:: ;:M o
- Nura Blanco (Procurement) e
Cty Parent Organisation [ chaneewos | [ customen ]
| [ioone] ] [one) | . aivaro niz@mendiantoods demo
Country Notes
PRODUCTS o [Span -] Speaks English, prefers Spanish in wrting
[Crers J[Cemac J[ax [Cwone [@[%] lc», | i Phone
+ 170 W contract
o [Madnd ] [Mendan Patnes ~ R::sx 5550170 lanages contracts
saton (9 Produ Sel L
Y = 0 [ xewors « | [ exeraes | 2l [T Manager Y| W incude in emais
Aldbridge Manufactuing Core Platforn ~ Manchester | i B E E
NEWCONTACT |
m :u go-e ::o-m iod\lv'm I I Langisgetord . Distributor Search in Actions
Sevices  Core Plafom  Viems
Fenwick Lkiibes Core Platiom  Hamburg { [ ot | b S vl‘ I™ Need (Urgent) Action
Haboutne Shippng  Core Plafom _ Rotierdam § R [ mskse ] [x] [X] [resisteracmon |
e i ' Szo0m e
Northwind Logistics Core Platform  London | 21.7.2026 17.0526 Anna Rﬁd ; |
ekt abosionse o Pilony | Wiewcht | Frequency forinvoices invoicing stat date (DD MM.YY) e ek e O
e - — T 052034002 0o e
irst invoice tems ays.
[(reasteRmworce | [x ]| [Remsterpament ] [x]
2100000 1050000
Official data & Notes
al
&
Technical Setup Data @
2l
. | 4
al
[aerosoe | EEE e ] | T [ [ e |

Figure 7.The same tab with a customer loaded. Everything is live, the organisation name is shown in the header field at the

top of the middle column, and the registered actions are drawn on a coloured background because this partner has an open
activity flag. PRODU¢ { £ Y9, 2 hw5{ X ¢! {Y{ FTYR 5h/!a9b¢{ OFNNE (KS
something behind all four. The small button at the top right of eachtirebox opens that box in a large editor.

4.1 Finding a customer

The list can hold tens of thousands of organisations, so several tools help you get to the right one quickly.

Search (jJump to next)

Type text in the search box and press SEARCH (or Enter). The selection jumps to the next organisation
whose name, product/project or city contains that text. Press SEARCH again to jump to the following
matchc the search cycles through every match and verapound at the end of the list. The list itself is

never hidden or shortened; search only moves the highlight. The same jump is also on Ctrl+N, so you can
step through the matches without the caret leaving the search box. Ctrl+N works the same way on the
Leads and Tasks tabs, always acting on the tab you are looking at.

NEW CUSTOMER (XX

Figure 8.The search box sits in the bottom bar, next to NEW CUSTOMER. The green arrow repeats the search; the orange X
clears the search text.

Search does not hide anything moves the selection. Press it again and it jumps to the next match,
wrapping round at the end of the list. That is the right tool when you know roughly what you are looking
for. When you want to work with a whole grougstead, use the filters.

Filters

Filters narrow the list to a subset. You can combine the project, country, city, pargaisation and

keyword filters; only organisations matching all active filters remain visible. Selecting a value in any filter
drop-down refilters the listimmediate @ T aSddAy3 Al ol O1 (G2 ao6y2ySoés
NBEad2NBa (KS FdzZt tAade ¢KS KSFERSNI 2F GKS FANRIUG
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Product/Project Country

| (none) V‘ I (none) ‘7‘
City Parent Organisation

I (none) "’! I (none) A ]

| kevs || ema || AL || none |[¥|[x]|

Figure 9.The filter block. Four dregowns, each defaulting to (none) = no restriction, and the row of buttons that acts on
whatever the filters have left visible.

The four dropdowns combine: choosing a project and a country shows only the organisations that match
both. Each is fed from a shared list in Settings, so the values are the same for everybody and no one can
invent a second spelling of the same city.

KEY Sfilter by keyword. Opens a mulsielect list, so you can require several keywords at once.

EMAIL- start a mass @nail to the organisations ticked in the Sel column (chapter 10).

ALL / NONEtick or untick every row currently VISIBLE. Ticks on rows the filter is hiding are left alone,
which is what makes it possible to build a recipient list in several passes: filter, ALL, change the filter, ALL
again.

& -the extra views menu (for customers, the DEBTORS view; for leads, thedpliaews).

X- clear every filter and go back to the full list.

Organisation (15) | Product ay | sel Ll
Aldbridge Manufacturing ‘Core Platforn  Manchester |
Ambervale Insurance Reporting Suite Lisbon _‘
Bluepine Retail Core Platform  Stockholm
Cobalt Health Services Core Platfoom  Vienna l
Fenwick Utilities Core Platfoon  Hamburg |
Greystone Property Mobile App Munich ‘
Harbourline Shipping Core Platfoon  Rotterdam '
Ironvale Engineering Scheduler Modul Warsaw |
Kestrel Analytics Reporting Suite Amsterdam ‘
Larkspur Education Group  Scheduler Modul Copenhagen |
Meridian Foods Core Platform  Madrid l
Northwind Logistics Core Platform  London _‘
Orchid Laboratories Core Platfom  Utrecht |
Silverbrook Media Mobile App Dublin |
Vantor Systems GmbH Core Platform  Berlin ‘

Figure 10The list. The count in the first column header is the number of rows currently shown, so it tells you at a glance
how much the filters have narrowed things down.

The list carries two independent colour cues, and it is worth knowing they mean different things. A pink
ROW (columns 1 to 4) is a debtor: this customer has been invoiced more than they have paid. A coloured
cell in the Sel column is the activity flag framoming mait green for an open flag, red when it has been
marked urgent (chapter 9). A row can be both, or neither. On the Leads tab the row colour means
something else againsee section 5.2.
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The DEBTORS view

| vy

ket ] I vwnec) = ]

)
1
| ]

| kevs || emar |[ A [ none ||v| l eonucTs. g

e ganisatio

Toggle DEBTORS mode: show only customers who have outstanding

Organisation (6)
Orchid Laboratories
Ambervale Insurance

Product

Core Platform

City

v - e

Reporting Suite Lisbon

unpaid invoices {invoiced > paid) and sort them in descending order
by the unpaid amount so the highest debtors appear first. F
Press again to retum to nommal sort order.

Bluepine Retail Core Platform  Stockholm |  foone =1 |

Meridian Foods Core Platform  Madrid |

Vantor Systems GmbH Core Platforn  Berlin ___J S B s s
Silverbrook Media Mobile App  Dublin | I‘ S — 1 46 e —

Figure 11Theg button in DEBTORS mode, with its tooltip. The list has dropped to the six customers who owe money,
largest debt first.

DEBTORS is not a filter you assemlbiles one button answering one question: who owes us money, and
who owes the most. It shows only the customers whose invoiced total exceeds their paid total, and sorts
them by the unpaid amount in descending ordertlse top of the list is where the collections work is.

Press it again for the normal order and the full list.

It reads the same two totals the invoicing block maintains, so the view is always current: register a
payment and that customer moves down the list or leaves it altogether. The picture also shows the two
red cues side by sidghe pink ROWS are the debthile Ambervale's red Sel cell is an urgent incoming
mail flag that happens to sit on the same record.

Control
KEYWORDS (filter)

CLEAR SEARCH
CLEAR ALL FILTERS

DEBTORS

Narrow the list to customers that carry ALL of the selected keywords. St
none and confirm to clear the keyword filter.

Clear only the fregext search box; other filters stay.

Reset every filter (project, country, city, parent org, keywords and searc
at once.

Show only customers with an outstanding balance, largest debt first. Prt

again for normal order.

4.2 Creating and editing a customer
1. Press NEW CUSTOMER. A blank record with a fresh unique ID is created.

2. Enter the organisation name and fill in any other fields (country, city, parent organisation, language,
distributor, projects, invoicing parameters, official notes, technical setup).

3. Add contacts and any keywords or custom fields as needed.
4. Press SAVE CUSTOMER. The record is written to the server and the lock is released.

To edit an existing customer, click it in the list, make your changes, and press SAVE CUSTOMER. To
abandon changes, press CANCHie last saved state is reloaded (you are asked to confirm if there are
unsaved changes).
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Vantor Systems GmbH
CHANGE LOG CUSTOM (F11)
Country
PRODUCTS [ Gemany v |
City Parent Organisation
| Beriin Vl l Vantor Industries VI
KEYWORDS EXTERNAL (F5)
Language for documents Distributor
Geman V] l Direct V]

Figure 12The middle column. The organisation name is the header field at the top; below it sit the classification fields, all
fed from the shared Settings lists.

‘ 1B [coverr [ oocuments | [ awotamon | [ contaacr [ mwoce | [x] [CszvEcusones 4

Figure 13The bottom bar carries everything that acts on the record as a whole: NEW CUSTOMER and the search on the
left, the document and conversion buttons in the middle, SAVE and its cancel X on the right.

SAVE CUSTOMER stays dimmed until something actually changes, so a lit SAVE button is a reliable sign
that you have unsaved work. The moment you make the first change the record is locked on the server
for you; the lock is released by SAVE or by the X étaneside it.

QUOTATION, CONTRACT and INVOICE open the document nominated for that role on thighmyrtner

are shortcuts into the document manager, not document generators, and each stays dimmed until a
document of that kind has been nominated.

The two bigtext editors
¢CKS h¥FAOALE 51 GF 9 b23Sa IyR ¢SOKyAOFt {Sidz
SRAG2NE odziG2y ySEG (2 S| Okeenimtndo®RA G GKSY O2YF

4.3 Contacts

Each organisation can have any number of contact people. The contact list sits inside the customer
record; selecting a contact shows its detail fields (nammad, phone, role, notes) below. A contact can
also carry a LinkedIn link, used by the integnasi screen.
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Contacts in the Organisation Contact Name & Sumame

{Lena Brandt (C10) 4] |Lena Brandt
Jonas Feld (Project Lead) T

lena brandt@vantor-systems demo
Phone
+49 30 5557 0120
Notes
Wants the REST endpoints documented.
Role
1 [ cTO w| ¥ Include in emails

| newcontact | [a|v] [x]

Search in Actions

| CLEAR ACTION FLAG | ™ Need (Urgent) Action

Figure 14Contacts. The list on the left, the selected person's fields on the right. The arromdeiréhe list; the red X
removes the selected contact.

tKS NRBfS 0O2YSa TNRBY (KS akKINBR w2fSa tAradz az
be searched for. Include in emails decides whether this person receives mass maifitigs it for

people who should stay in the record but out ofigaaigns, such as an accounts department that only
needs invoices.

The email address is also what the incominmil watcher matches against (chapter 9), so it is worth
1SSLAY3I I OO0dzNY GSod tlFadAy3d Fy FRRNBaa adNF AIKG
the bare address is extracted automatically wike record is saved.

NEW CONTACT Add a new contact person; enter the full name, then fill in the detail field
DELETE CONTACT Remove the selected contact (confirmation required).
Up / Down Reorder the contacts; the first contact is the default used by integrations

and mass amail.

4.4 Communication actions

Use REGISTER ACTION to record a-oadlil ,eneeting or followup. Each action is stamped with the date
and your name and appears in the Registered actions box, giving every customer a running
communication history that the whole team can see. Incomimgadls can also add actions automatically
¢ see chapter 9.
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I NEW CONIACI | |A||V| IX‘

Search in Actions

| CLEARACTIONFLAG | I~ Need (Urgent) Action

[ TASKS | [x] [x] [ ResiseracTion |

Registered actions and comments

23.7.2026 08:51:30 Sofia Ner: __l
Incoming e-mail from lena brandt@vantor-systems.demo: AP| documentation
Could you send the endpoint list for the scheduler? We want to prototype next week.

09.7.2026 15:31:07 Sofia Neri:
Integration workshop held remotely, 90 minutes. Two open points recorded in Tech data.

Figure 15Registered actions. Newest entry first, each stamped with date, time and author. The green background means
this partner has an open activity flag.

The history is appendnly and is the record of what was said and when. Entries arrive from three
directions: typed by hand with REGISTER ACTION, written automatically whemadmeives from one

of the partner's contacts (chapter 9), and written autatically when a mass mailing goes out to them.

An automatically registered incomingneail takes two lines: the sender and the subject on the first, the
opening words of the message body on the second. The second line is what tells replies apart when a
whole thread shares one subiject.

Search in Actionstype a word and the box scrolls to the next entry containing it. Over a few hundred
entries this is much faster than reading.

The two X buttons beside TASKS delete the newest and the oldest entry. Theeolalg$iutton is a twe

step control: the first click scrolls the box to the bottom and flashes it, so you can see what you are about
to remove; only the second click deletdtsrefuses to touch the ten most recent entries, and only the

author of an entry or an administrator may delete it.

Searching the historyover time a customer can accumulate hundreds of actions. The search field beside
the Registered actions box finds text within them: type a word and press Enter to jump to the first match
OYFN]J SR 6AGK aBpHé YR aONRTf f ® e rdexfimadch, 83ty&sQedr LING & &
the box and press Enter to remove the marker and return to the top.

4.5 Invoicing and payments

Wise CRM tracks a simple running balance per customer: a total invoiced figure and a total paid figure.
The difference is the outstanding debt; customers in debt are highlighted in light red, and the DEBTORS
view lists them worstfirst.
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Frequency for invoices Amount/invoice Cumency
{not defined) w| 3/6200.00

Invoicing start date Invoicing company

01.01.25 | Demo Systems GmbH v |

REGISTER INVOICE | [ | | REGISTER PAYMENT | [ X |

24300.00 18600.00

Figure 16The invoicing block. The two totals below the buttons are the running figures; the fields above them describe the
agreement rather than any one invoice.

REGISTER INVOICE adds an amount to the invoiced total, REGISTER PAYMENT adds to the paid total, and
each keeps its own X to correct a mistake. Whenever the invoiced total is larger than the paid total the
customer's row turns pink in the list, and the DEBRIS view in thE menu lists exactly those customers,

largest debt first.

| wise CRM - Register Amount x

| Amount to register as INVOICED:

| Tis0.0d

i [ CANCEL ][ CONFIRM |

Figure 17Registering a payment. The prompt says which of the two totals the amount will land on, so the two buttons
cannot be confused once the box is open.

Type the amount of the individual invoice or payment, not the new totiaé figure is ADDED to what is
already there. A mistake is corrected with the X beside the button, which subtracts an amount again
rather than editing the total directly, so the rumy figures always have an arithmetic that can be
followed.

Frequency, amount, currency, start date and invoicing company describe the standing arrangement
what this customer is billed, how often, by which of your legal entities. They are reference information
for whoever raises the invoices, not an automatitifml engine.

REGISTER INVOICE Add an invoice amount to the total invoiced sum. Recorded in the chang
log.

REGISTER PAYMENT Add a received amount to the total paid sum; the debt balance is
recalculated.

X (next to each) Correct a mistaken registration by subtracting an amount, or reset the tc
to zero.

Shortcut¢ pay the whole balance

When registering a payment, instead of a number you can type the word all (any capitalisation). Wise
then offers to register a payment for the whole outstanding amogobnfirm and the balance is settled ir
one step.

A customer you do not invoice
Not every customer is billed directly. A site that belongs to a parent organisation which pays for it has no
invoicing company of its own, and that is what (none) in the Invoicing company field means.

Choosing it switches the whole invoicing block off: the amount, the frequency, the currency and the start
date, the REGISTER INVOICE and REGISTER PAYMENT buttons with their two reversal buttons, and the
two running totals all go grey and empty. The totale left blank rather than showing 0.0@ zero is a
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figure and invites the question why it is zero, while an empty box beside a goeyaxntrol reads as
"does not apply".

Nothing is lost. Whatever was storeftequency, amount, currency, start datstays in the record
untouched and comes back the moment you choose a company again. A customer that stops being
invoiced for a year and starts again the next does not hawetetyped.

The invoicing company itself stays available, because it is the way back.

4.6 Documents

The DOCUMENTS button opens the document manager for this customer, with the customer's own
documents already filtered. It is the same window wherever it is opened fraustomers, leads, tasks
and notes- and chapter 8 describes it in full: uploadingle,fassigning it to as many records as it
concerns, reading it, editing it and sending the new version back, and nominating the active Contract,
Quotation and Invoice that the three buttons on this form then open in one click.

4.7 Keywords, projects and custom fields

w KEYWORDS (assigmattach classification keywords to the customer so it can be found through the
keyword filter.

w PROJECTSssign the customer to one or more projects. The first project is shown in the list
column, and projects drive both filtering and user access restrictions.

w CUSTOM FIELR®pen the licencespecific custom fields (up to five text and three numeric fields,
named in Settings).
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lﬁ) Wise CRM assign keywords X

| Source Keywords Target Keywords

|

{ :SME ;o > : Enterprise P4
Public sector J High touch _I
Pilot
Reference customer < ‘
Renewal 2026

Integration needed

Migration

Chum risk

2l [ ul

CANCEL

coNFRM |

\ _
Figure 19Assigning keywords. Everything on the right is attached to this record; the arrows move entries between the two
sides and CLEAR empties the right list in one go.

The twolist shape is deliberate: the left side is what is available, the right side is what this record has,
FYR GKS yasgSN (12 aoKIG Aa 2y GKAa NBO2NRE A& GKSN
tick boxes. Select an entry and press thewa, or doubleclick it.

Keywords are the free classification axis of the system. They are defined once in Settings and can then be
FGGFrOKSR (2 OdzadG2YSNR> fSIFRazx GlFalta yR y2GSa | f
SOSNRUKAY3T (2 R2 gAGK éacrosakoumc NBYySglfaeg | yasgSNIo
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O Wise CRM - Assign products / projects X |

FILTER |
Select your item(s) here: E
m{Core Platform ;l
O(Scheduler Module
O Mobile App
O(Reporting Suite
®(Onboarding
|
|
|
' |
|
|| seLecTa o | [~ Only Selected (F11)
| | SELECT NONE F9) | | CANCEL |
|  conrrm |

Figure 20The generic selection popup. Wise CRM uses this one window wherever several things have to be picked from a
long list- keywords, projects, and the customers and leads a task is linked to.

Because the same window is used everywhere, the same habits work everywhere. Type in the filter box
and press FILTER (or Enter) to narrow the list; SELECT ALL (F10) and SELECT NONE (F9) act on what is
visible; Only Selected (F11) hides everything you hatécked, which is how you review a long

selection before confirming it. Ticks on rows the filter is hiding are preserved, so filtering never loses a
choice you already made. The caret lands in the filter box when the window opens, and Shift+Enter
confims.

!@ Wise CRM Information X

l

| |
No custom fields are defined for this licence yet. |
An administrator can define them on the settingstab |

| with the EDIT CUSTOM FIELDS button.

Figure 21 Custom fields before an administrator has defined any. The fields exist in every record; what is missing is their
names.

Page25of 83



Wise CRM, User & Administrator Manual

Custom fields let one licence add up to five text fields and three numeric fields of its own to every partner
record- a customer number from another system, a contract reference, a site count. Until an
administrator names them in Settings the CUSTOM (Btton reports the message above rather than
showing a form of unlabelled boxes.

l:;,' Wise CRM Custom Fields X

VAT ID for EU companies

Minimal number of parts

20

Company description

First Invoice number

Customer intemal 1D
-

-0

CANCEL | | uppatEAND CLOSE |

Figure 22The same window once the fields have been named. A slot with no name does not appeartzdtajiou see is
exactly the set this licence defined.

The names are the licence's, not yours: they are defined once, on the server, and every user of the

licence sees the same form. That is deliberdte FASt R OFff SR da+! ¢ L5 F2NJ 9!
same thing in every record for it to be worthifity in.

UPDATE AND CLOSE writes the values into the partner record you came from and marks it changed, so
the partner's own SAVE still has to follow. CANCEL leaves the record untouched. Section 11.4 covers how
an administrator names the fields.

Multi -select keywords

You can assign keywords to many customers at once. With no customer open for editing, tick one or
rows in the list (column 5), then press the keyword button. The dialog opens empty; the keywords yol
choose are ADDED to every ticked customer, leaviey existing keywords untouched.
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4.8 Tasks, integrations and the change log
w TASKS jump to the Tasks tab priiltered to tasks linked to this customer.

w INTEGRATIONS (Externafpen the integrations screen (LinkedIn, web page, and custom actions
defined in integrations.txt see chapter 12).

w CHANGE LOgiew the automatic history of every edit, contact change, conversion and action,
each with date, time and user.

15.7.2026 11:41:29 Mark Bliis: Follow up 0-> 1 2l
10.7.2026 08:30:00 Mark Eliis: Created

: 1

CANCEL CONFIRM

Figure 23The change log of one partner. Every line carries the date and time, who made the change, and what the value
was before and after.

Nobody writes these entriesthe application does, whenever a saved value differs from the one that was
loaded. That is what makes the log worth having: it records the changes people forget to mention, and it
records them in the form that answers the argant, with the old value next to the new one.

The window is readnly, so CONFIRM and CANCEL both simply close it. The log lives inside the partner
record and travels with it through a conversion between customer and lead. It grows for the life of the
record; an administrator taking a system into puation can clear the accumulated developmdime

churn with the wipe_change_log script that ships in the resources folder.
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{G' Wise CRM Integrations X |

Selected partner: Meridian Foods
Selected contact: Alvaro Ruiz

| [~ Show for Customer/Lead

LinkedIn link

| | openunk |

I UPDATE |

Web URL
https://www meridianfoods.demo I WEB PAGE ‘ @ |
o
UPDATE |
Integrations

[ Outlook - show emails of this contact -] | GO (F11) 1

Integration command (description)

if (4EMAIL% -eq ) { Add-Type -AssemblyName PresentationFramework; J
[void][System Windows MessageBox]::Show(This contact has no e-mail
address stored in the CRM.", Wise CRM) } else {

Sol = New-Object ComObject Outlook . Application .
Sexp = Sol Active Explorer() |

/

if (ot Sexp) { Sexp =

Sol.Explorers. Add(Sol GetNamespace(MAP|").GetDefault Folder(€), 0); /
Sexp.Display(); Start-Sleep -Miliseconds 800 )

Start-Sleep -Milliseconds 500 I ‘ I

try { Sexp ClearSearch() } catch { \
Start-Sleep -Miliseconds 250 ” ~
?exp.Seamh(Tmm:"'x’.EMAlL?."'. 2)

Sexp Activate()
~
@

/

_ CLOSE
L J

Figure 24The integrations screen, opened with EXTERNAL (F5). The top half holds the links stored on the record; the
bottom half runs an action defined by the administrator in integrations.txt.

The screen works on a partner and, optionally, on one of its contécth are named at the top so it is
always clear who an action will apply to. Show for Customer/Lead switches between the contact's
LinkedIn link and the organisation's; OPEN LINK &8 RAGE open them in the browser.

The Integrations drojglown lists the actions your administrator has enabled, and the box below shows
exactly what the selected one will rumothing is hidden. The example shipped with the system opens
Outlook and searches for the selected contact's masSaa = ¢ KA OK (dzNy & GéKFid KI @
LISNE2Yy ¢ Ayl2 2yS {SeLINBaad Dh 6Cmmy Nizya AdGd {S

w»

N

c
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Official data & Notes l_”

Handelsregister Berin HRB 118842 B. _]
USt-ldNr. DE 289 114 552.

l

N

Technical Setup Data

REST integration planned for the scheduler module. _I
Open points from the workshop:

1. rate limiting on the bulk endpoint

2. how deletions are signalled to their side

|
Figure 25The three fredext blocks at the foot of the middle column. Each has an arrow button that opens it in a large
editor window when the builin box is too small.

The blocks are deliberately unstructured, and each has a settled purpose. Official data & Notes holds
registration numbers, VAT identifiers and the registered address. Technical Setup Data holds how this
customer's installation is actually put together. e Leads tab the third block is Requirements &

Specificsi KS adF yRAY 3 NYz Sa GKIFIG OF(GOK LIS2LX S 2dziz &dzO
Yy dzY 6 S NE @

4.9 Converting and deleting

CONVERT TO LEAD turns a customer into a lead. The entireq@intgcts, actions, documents, tasks

and change log is preserved because the record keeps the same unique ID; only the customer/lead flag
changes.

REMOVE CUSTOMER permanently deletes the customer and all its contacts, actions and change log.
Document assignments are removed, though the files themselves stay in the repository. This cannot be
undone and requires confirmation.
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5. The Leads Tab

A lead is a prospective organisation you are still pursuing. The Leads tab works almost exactly like the
Customers talg the same list tools, contacts, actions, documents, keywords, projects, custom fields,
integrations and change lagwith one importantaddition: a followup workflow that helps you see, at a
glance, which prospects you have already approached.

| @ wise CRM - o 53

CUSTOMERS (F1) LEADS (F2) | TAsks (F3) | NOTES (F4) | sETTINGS (F5)

| Product/Project Country T
| [Core Patiorn +] [ioore) ~] [ | e Orger P
o e—— e :
| [oone) v [one) |
(e e [ A ][ v |[=](x] [ I ! .
[ { [inone -1 "
Organisation (4) Q,,:o::m C‘y, Sel |J (e - ] (oeg = l v __—'j ar
Guanyhil Cement Core Platiom  Vienna { ) - 4 ! T | -
Ee— | [ 1 9 el e
[~ FOLLOW UP STARTED § ) [ ASK | [x] X[ ™ |
Tt ol
"
|
al
_1 - _
[ weweo ] (=] [l o [comesn \ ' 1| | | 3 [ |

Figure 26 The Leads tab. Structurally identical to Customéne differences are the followp bar in the middle column,
the row colouring in the list, and the absence of the invoicing block.

5.1 Everything the Customers tab does

Creating, editing, saving, searching, filtering, contacts, actions, documents, keywords (including multi
select), projects, custom fields and the change log all behave exactly as described for customers. The
invoicing figures are not used for leads.
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@) wise CRM - o x
CUSTOMERS (F1) LEADS (F2) IIASKS{FJ) | NoTES (F4) | seTTnGs (Fs) |
Product/ Project Country
Contacts in the Organisation Contact Name & Sumame
T ] [one) - ST Ll S | Cory —raer o m—n [ ey—
Core Plationn Parent Organisation [ cwamcews | [ customrin | -
none) hd klaus bergmann @sundemann Jogistik demo
Mabie fop [nd __ ™ o Phane
| M&n proDUCTS | [ ~ +4 40 555 0310
[ RepotmgSute | = ot
[ (A [ vote N[a][x] [p— e e
[Hambug ] [inone) hi Role
opmamitn_|_mam | oy | sl —oee—T e al 7 e memsis
NEW CONTACT
“'““é::‘ Mt placik Language for documents Distrbutor [ oo _§ EHB E Search in Actions
Miabel Coametics Wobie Lsbon
e S A I N o cion
Palewood Texties Core Platforn  Manchester TASKS REGISTER ACTION
i Coner il e ¥ FOLLOW UP STARTED P n [ 1 <] (= [ 1
Feporing Sula [London P 227.2026 151203 Mark Els |
e Offcial Incaming e-mai from klaus bergmann @sundemmann logstk dema: Piot proposal
Sundemann Logistic Core Platforn  Hamburg | Lead -no contract yet | Two depots would be the right size for a piot. What would the timeline look like?
Talgrass Agrouture Core Platforn  Warsaw Sy vehicles, three shits, two depols in scope forthe piot S ———
Vireo Software Mobie fop  Amsterdam | Discovery cal, 45 minutes. Reet of 60 vehicles, three shits
al
Requrements & Specfics
Decision maker is the head of operations; the CFO signs. J
| al
| b1 = [ | [_awwor ] [_comwer ] [ e

Figure 27 A filter dropdown open. The list is fed from Settings and is sorted alphabetically, with (none) at the top as the

Every dropdown in the application behaves this way: the values come from a shared list, (none) means
Gy 2a

y2 NBAGNROGAZY 2V

a

y2 NBAGNAROGAZ2YE

FAEGSNI I YR

Sy iNE®

asSié¢

2y

the list was entered in. That means a nety cr project added in Settings appears in every ddown

that uses it, everywhere, for everybody.

5.2 The followup workflow

The followup feature answers a simple daily question: which leads have | already started working on,

and which are still waiting for my first move?

[V FOLLOW UP STARTED

Figure 28The followup bar. One checkbox, deliberately largieis the flag the whole prospecting workflow turns on.

2]

Figure 29The leads list. A green row is a lead whose fellpvhas been started; the white rows are the ones nobody has

Organisation (10) Product City Sel
Brightmoor Clinics Scheduler Modul Dublin __!
Castellan Hotels Mobile App Madrid
Mirabel Cosmetics Mobile App |Lisbon -
Nordlys Energy Reporting Suite Stockholm
Palewood Textiles Core Platfom ~ Manchester |
Quanyhill Cement Core Platfom  Vienna el
Solvent Financial Reporting Suite London =
Tallgrass Agriculture Core Platform  Warsaw
Vireo Software Mobile App Amsterdam [p—

touched yet.
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The colour inverts the usual reading of a list: what you are looking for is the rows WITHOUT colour,
because those are the prospects still waiting for a first move. On the Customers tab the samelpale
and-white scheme means debt instead, so read the@uaoby which tab you are on.

kevs || emar || aw || none |{o]|x]

Figure 300n the Leads tab thg button of the Customers tab is replaced by the follggwiew switch, which cycles
between all leads, only the started ones and only the untouched ones.

I nwne; bt ‘ I vwne) i I

| kevs || emac || A || none {[=][x]

Organisation (5) Product \ City Sel 1 -
|Bn'ghtmoor Clinics |§cﬁeauflerﬂfoaufl‘ Dublin 7|
Nordlys Energy Reporting Suite Stockholm |
Palewood Textiles Core Platform  Manchester
Solvent Financial Reporting Suite London __J
Sundermann Logistik Core Platfoom  Hamburg _‘

Figure31¢ KS a2yt & &0 NI SR -teabriidpragress, SvithtedetytRirg Dot yet tduchedNi 6f yhe
way.

The button carries its own state as a colour, so you can always tell which of the three views you are in
without counting rows: pale yellow for the natarted list, pale green for the started list, and its plain

colour for all leads. The colours are theesg the rows use, which is what makes the connection obvious
rather than something to memorise.

'AaSR RIFIAfe@x (GKS (62 OASsa FyasgSN GKS Gg2 KIf@gSa
& S diitsshrinks as you work, which is exactly the feedback a prospecting list should give. The green one is
G K G KI @S-the coBvardatios thdt yedldéa next step rather than a first one.

Follow-up started ¢AO0l GKAA 2y | tSIR 2y0S &2dz
turns light green. Saved with the lead.

Toggle followup view Cycle the list through three views: (1) ALL leads; (2) only leads N
started ¢ your to-do list (button turns light yellow); (3) only leads
already STARTED (button turns light green).

At a glance

Started leads are shown with a lighteen row in the list, so even in the ALL view you can immediately 1
which prospects you have already touched.

5.3 Converting a lead

CONVERT TO CUSTOMER promotes a lead to a full customer. As with the reverse conversion, the entire
history is preserved and the unique ID stays the sgroely the flag changes, so all linked documents
and tasks remain accessible.
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6. The Tasks Tab

Tasks are the tolo items your team works through. Each task has a short description, an assigned user,
an optional project, a priority, a completion status, an optional finish date, keywords, a full description
and an appengnly comment history. A taskan be linked to a customer or lead, and can send-amaé
reminder on a chosen day.

The task list is on the left; the details of the selected task are on the right. When no task is selected the
detail panel is dimmed click a task in the list, or press NEW, to work on one.

@ wise CRM - o X
CUSTOMERS (F1) | LEADS (F2) TASKS (F3) NOTES (F4) | seTTINGS (F5) |
User Keyword
[ inone] -] [[none) i | T — ) \( EC
Assigned to Product/Project Proaty WI S E =SS }— I\J ( I < U ‘ D |
[ fnone) -] [ fnone) -] | (none) ~]
[V Hide completed Search fiter Created by
[/ Showmbycrci ona Feed
Finish Short description Assigned to _'I Description
= - Two depot stes go ive in August. Needs a wrtten plan with the
o T S s e T foet e v At ot
230726 Send APl endpoint istto Vantor Sofia Ner Assgnedto user
310726 Chase overdue invoice 2026-114 Mark Blis et
150926 Invie reference customers to the autumn webinar Anna Reed
050826 Mgration dry run -fix the 4 failing records Anna Reed Not completed -
120826 Securty questomaie - Solvent Financia Mark Elis Copme
010826 |Piot proposal for Sundemann Logistk Mark Elis Finish date (DD MM.YY) al
060826  Onboarding session - Mendian Foods, part 2 Anna Reed 07.08.26
310726 Book the API review with Orchid Laboratories Scfia Ned
200926  Renewal quotation - Aldbridge Manufacturing Mark Blis '°'"
| 1140826 Data protection review - Brightmoor Cirics Sofia Ner a
| 280826 Wrte the change request for Cobak Heath Sofia Neri i E 1EN !
30.1026  Collect tender requirements - Nordys Energy Mark Elis Hstory/Commerts
| fs0s2s Translate the onboarding guide into Spanish Anna Reed 22.7.2026 09:20:11 by Anna Reed 2l
Draft sent to James Hot for comment
100826 Prepare the pilot review for Siverbrook Anna Reed T e
| f30om2s Update the price st for 2027 Demo Admin —U L Collected the depct opening hours
250926 Quartedy partner review - Baltic Partners Demo Admn
| (000525 Rebosrerarin for Nottnd for Fesd
| 1080826 Review the SOAP br from konvale Scfia N
- ey o
|
| [ Aet by Email
Aert date (DD MM.YY)
| 05.0826
| [V Visble to ALL
|
| N BEMOVE TASK |

Figure 32The Tasks tab. Filters and list on the left, the task's own controls in the narrow middle column, and-the text
description, new comment and comment histeon the right.

6.1 Creating a task

5. Press NEW TASK and type the short description in the first line of the editor that opens.

6. The task receives a unique ID and is assigned to you (the creator) by defaultan reassign it to
another user.

7. Set the priority, project, finish date and any keywords; write the full description.
8. Press SAVE TASK.

Cancel (X)closes the task editor and discards unsaved changes. The task is deselected and the detail
panel returns to its dimmed state until you pick another task or press NEW.
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[ newtask |

Assigned to user
[ Anna Reed v |

l Not completed V]

Finish date (DD.MM.YY)

07.08.26
Priority
l High "I
Product/Project
| Core Platform ‘"|

Figure 33The upper half of the task controls: who it is for, whether it is done, when it is due, how urgent it is and which
project it belongs to.

| customer/EAD |

| KEYWORDS

| pocuments |

Figure 34The three buttons that attach things to the task. DOCUMENTS is yellow because this task already has documents
assigned.

A new task is assigned to you and starts private (Visible to ALL unticked). Both are one click to change,
but the defaults are the safe ones: work you just invented belongs to you until you hand it over, and a
half-formed note to self does not need to ba e@verybody's list.

The title of a task can be changed later without opening anythdayble-click it in the list and a prompt
appears with the old name ready to edit. The rename takes effect immediately. It is refused while the
task has unsaved changes, so save firstMESPASK s lit.

6.2 Priority, status, finish date and row colours

Priority and completion status are chosen from diapwn lists. The finish date uses the format
DD.MM.YY (for example 13.7.26); doubliek the date box for a calendar picker. The list itself is colour
coded so its state reads at a glance:
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k{p Pick a date X

iy - 3Jo026

Mo Tu We Th Fr Sa Su

13114151617 )] 18] 19

27 | 28| 29| 30 | N

TODAY | CANCEL

Figure 35The date picker, opened by doulddf A O1 Ay 3 + RIFEGS 62E® ¢2RF& A& 2dzif AYySR
working out.

Every date box in the applicatieithe task finish date, the alert date, the invoicing start dasecepts
DD.MM.YY typed straight in, and opens this picker on a detligle. The month and year are their own

spin controls, so a date a year out is twick$ away rather than twelve.

TODAY fills in the current date and closes; CANCEL leaves the box as it was. The picker writes the date in
the format the box expects, which is the real reason to usa ihandtyped date in the wrong format is

refused, and refused dates are the most goon reason a reminder never arrives.

Row colour Meaning

Light green The task is completed (done, in review or cancelled). Completed tasks als
sort to the bottom of the list.

Light red The task is Urgent priority and NOT yet completétneeds attention.

Normal An ordinary open task.
Several filters make triage easy:

User Keyword

| {none) V] | {none) V‘

Assigned to Product/Project Priority

| (none) v ] | {none) V] | (none) v ]
[V Hide completed Search filter

[~ Show only overdue | SEARCH ‘

Figure 36The task filters. The five drafpwns combine with each other and with the two checkboxes; the search box
below them finds text anywhere in a task.

Hide completed is ticked when the tab opens. What you come to a task list for is what is still open;
finished work is history and is one click away again. Show only overdue narrows it further to tasks whose
finish date has passedhe shortest possibleang SNJ (12 g KIF G Aa f+F0S¢d
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Finish Short description Assigned to M
07.08.26 Prepare Q3 rollout plan for Northwind Anna Reed
29.07.26 Send API endpoint list to Vantor Sofia Neri
31.07.26 Chase overdue invoice 2026-114 Mark Eliis
15.09.26 Invite reference customers to the autumn webinar Anna Reed
05.08.26 Migration dry run - fix the 4 failing records Anna Reed
12.08.26 Security questionnaire - Solvent Financial Mark Ellis
01.08.26 Pilot proposal for Sundermann Logistik Mark Ellis
06.08.26 Onboarding session - Meridian Foods, part 2 Anna Reed
31.07.26 Book the API review with Orchid Laboratories Sofia Neri
20.09.26 Renewal quotation - Aldbridge Manufacturing Mark Ellis
14.08.26 Data protection review - Brightmoor Clinics Sofia Neri
28.08.26 Write the change request for Cobalt Health Sofia Neri
30.10.26 Collect tender requirements - Nordlys Energy Mark Eliis
18.05.26 Translate the onboarding guide into Spanish Anna Reed
10.08.26 Prepare the pilot review for Silverbrook Anna Reed
30.11.26 Update the price list for 2027 Demo Admin
25.09.26 Quartery partner review - Baltic Partners Demo Admin
31.07.26 Archive the 2024 project folders Sofia Neri
04.09.26 Refresher training for Northwind staff Anna Reed
08.08.26 Review the SOAP bridge request from lIronvale Sofia Nen

Figure37¢ KS &1 YS fAad 6AGK | ARS 02YLX SGSR a6AG0OKSR hCCod t Ay
HaHn LINP2SOG FT2ftRSNEéOSE o0fdzS I' aavyLie G(KS OdaN

The colour follows the priority, not the date: a task is pink because somebody set its priority to Urgent
and nobody has completed it yet. That keeps the cue honiegtoes away when the work is done or
when the priority is downgraded, and not before.

Show only overdue Show only tasks whose finish date has passed and that are not yet
completedc ideal for a daily review.

Hide completed Hide tasks that are done, in review or cancelled, keeping the list focuse:
active work.

Priority / Project / Assigned = Drop-down filters that narrow the list by the matching field.
/ User | Keyword

6.3 Visibility¢ who sees a task

A task carries a Visible to all flag. When it is off the task is private: it appears in the list only for the user

K2 ONBFIGSR A0 FyYyR GKS dzaSNJ AG A& FaaA3adySR (2d 2 KS
it. Administrators always see ewerask. New tasks start private; tasks created before this option existed

load as visiblg¢o-all, so nothing disappears on upgrade.

Who can delete a task

w9ah+9 ¢! {Y A& NBASNBSR T2N (KS (Il ailqQa ONBI {2
and merely assigned to you, the REMOVE TASK button is digwyoedcan work the task, complete it and
comment on it, but not delete it.
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6.4 Email reminders (alerts)
A task can send its assigned user anaél reminder on a chosen dayuseful for followups and
deadlines.

9. Tick Alert by email. This enables the alert date box.

10. Enter the alert date (DD.MM.YY; dowakéck for a calendar).

11. Save the task.

On the chosen day, at 08:00, the reminder-sailed to the assigned user (by default the creator) with
the task details. If the software is not running at that moment, the reminder is sent as soon as it next
runs, so a reminder is never silently missédch reminder is sent once; changing the alert datarres it
for the new day.

[V Alert by Email:

Alert date (DD.MM.YY)
05.08.26

[V Visible to ALL

|  RemoveTask
Figure 38The alert. The date box is unusable until Alert by email is ticked, so the two can never disagree.

The reminder is sent by a running desktop client, not by the server. In practice that means at least one
machine has to be running Wise CRM on the morning a reminder is due; a machine that was switched off
sends the overdue reminders shortly after it netrts up. Changing the alert date, or switching the alert

off and on again, rarms it, so a reminder can be pushed back simply by editing the date.

How reminders are sent

Reminders are sent from the client usingthesaméke At aSddGdAy3a & Ylaa Y
CREDENTIALS). At least one copy of Wise CRM should be running around the reminder time; a mac
that was switched off will send the reminder the next timhstarts.

When a task is assigned to somebody else

Saving a task whose Assigned to now names a different colleague sends that colleagunaibwith the
task name, priority, due date, project, who created it and the description. It goes out whether the task
just been created or reassigned, and iséparate from the alert aboveit needs no Alert by email tick anc
is not tied to a date.

Nothing is sent when the assignee did not change, when people assign a task to themselves, or whe
user has no #nail address in the settings users list, and there is no message on screen either way.
Administrators can switch the whole thing off wisend_assigned_task_email=off in mail.txt (section 12.
it is ON by default, including in installations whose mail.txt was written before the option existed.
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6.5 Linking, keywords, comments and documents

Created by
Anna Reed

Description

Two depot sites go live in August. Needs a written plan with the
cut-over window, the rollback point and who is on call.

Comment

Al

=l | ann cavarur M
Figure 39Description and the newomment box. ADD COMMENT stays dimmed until there is something in the box to add.

The description is the task itself and can be rewritten as the work is understood better. Comments are

the opposite: each one is stamped with the date, time and your name and prepended to the history,

GKAOK A& YySOSNI NBSNAGGSYidd KISE sEBYyo 8 KBRYYSKSBYRY &@KIN
FINE sAGK2dzi GKS Gg2 3ISGiAYy3I YAESR dzLlo

Comment
Al
pa
History/Comments E | - ‘
25.7.2026 19:41:47 by admin@northwind demo: _I

Some comment for the task

Figure 40The same area straight after ADD COMMENT. The box has emptied, the button has dimmed again, and the
comment is in the history with the date, the time and who wrote it.

Notice what the picture does NOT show: any way to change that entry. The stamp is applied when the
comment is added and the text is prepended to the history as it standisch is what makes the history
worth quoting later. The one exception is the mostent entry, which can be removed outright (see
below) for the case where somebody has just posted to the wrong task.

The comment is in the history immediately, but the task itself is not saved until SAVEWHW&Kis why
that button lights up the moment a comment is added. Leaving the tab without saving discards the

comment along with any other unsaved change.
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History/Comments

22.7.2026 09:20:11 by Anna Reed: _I
Draft sent to James Holt for comment.

16.7.2026 14:02:38 by Anna Reed:

Collected the depot opening hours.

Figure 41The comment history, newest first. DELETE LAST TASK COMMENT removes only the most recent entry, and only
its author or an administrator may do so.

Linking a task to customers and leads
CUSTOMER/LEAD opens the generic selection popup listing every customer and lead, and you may tick
MORE THAN ONE. The same piece of work is regularly owed to several pariredrsound of twenty

departments, one translation that serves two accoudsd one task linked to all of them beats twenty
copies.
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I'G,' Wise CRM - Link task to customers / leads X 1

FILTER |

| Select your item(s) here: E

CUSTOMER: Aldbridge Manufacturing s
CUSTOMER: Ambervale Insurance '
CUSTOMER: Bluepine Retail

LEAD: Brightmoor Clinics

LEAD: Castellan Hotels

CUSTOMER: Cobalt Health Services
CUSTOMER: Fenwick Ltilities
CUSTOMER: Greystone Property
CUSTOMER: Harbouriine Shipping
CUSTOMER: lronvale Engineering
CUSTOMER: Kestrel Analytics
CUSTOMER: Larkspur Education Group
CUSTOMER: Meridian Foods

LEAD: Mirabel Cosmetics

LEAD: Nordlys Energy

CUSTOMER: Northwind Logistics
CUSTOMER: Orchid Laboratories
LEAD: Palewood Textiles

LEAD: Quanyhill Cement |
CUSTOMER: Silverbrook Media |
LEAD: Solvent Financial |
LEAD: Sundemann Logistik

LEAD: Tallgrass Agriculture

CUSTOMER: Vantor Systems GmbH

LEAD: Vireo Software

0000000000000 0O00OO0O0O0O0O0OO0OMO

-

| seecTalLFio) | [~ Only Selected (F11)

| SELECT NONE F9) | | CANCEL |

| conrrm |

Figure 42The link chooser. Customers and leads are in one list, each row prefixed with which it is; the four filled boxes are
this task's current links.

The ticks are the complete link set: whatever you leave unticked is unlinked when you confirm, and
ticking nothing removes every link. The task then appears under SHOW TASKS on each of the linked
partners, and the popup opens with the current links alretidyed, so you can see what is linked before

you change anything.

Because both kinds live in one list, a task can span the boundargmpaign that covers three existing
customers and two prospects is one task, not two. Use the filter box to cut a long list down before ticking;
ticks on rows the filter is hiding are e so a set can be assembled in several passes.

Link to customer / lead Attach the task to a specific organisation. You can then jump to the task
FNRY GKIG 2NBFyAalidAz2yQa ¢! {Y{ o
the task.

KEYWORDS Assign classification keywords for filtering the task list.

ADD COMMENT P'LIWSYR +F RFGSRZ GGNROGdzi SR GayeY S

comments are never overwritten).

DOCUMENTS Attach documents to the task through its own document manager.
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6.6 Finding tasks and deleting

The task search box finds tasks whose short description, full description or comment history contains the
text you enter (press Enter or the search button). REMOVE TASK permanently deletes the selected task
(creator or administrator only); this cannot baedone and requires confirmation.
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7. The Notes Tab

Notes are freform, shared text entrieg useful for meeting minutes, internal announcements,
procedures or anything the team should be able to read. The list is on the left; the editor is on the right.
Notes are visible to all users by default, and cariibered by keyword and by author, or restricted to
specific users.

| @ Wise CRM

I}
CUSTOMERS (F1) | LEADS (F2) | TAsKs (F3) NOTES (F4) | seriNgs F5)
i i T | =
; Keywords ‘i‘ {Note] EHE
| [V[chum ek ] [Frstine: whosver owns the accourt |
| Entemprise Sofia al) or Mark
| High touch Anything that touches data loss or a security incident goes straight |
::;gu.mmeded to the admin, at any hour. |
ration
Piot Pastners sold thraugh Batic Patners or bera Soktions escalate ‘
Public sector THROUGH the partner - we do not contact ther end users diectly
Reference customer
Renewal
SHE ‘
|
[
Vabi o e (=]
e — -
Demo Admin
Mark Eis
v|Sofis Ne
& a &l
COEE I (e 3 e

Figure 43The Notes tab. The two lists on the left both filter and report; the selected note's text is in the middle, the list of
notes on the right. The yellow rows are explained in section 7.2.

7.1 Working with notes

" ol

| Standard discount bands

| Onboarding checklist

| Invoicing rules by country
Release notes - 2026.3
Support hours and response time
Competitor notes
Data protection - standard answ
Trade fair - autumn

' Glossary - Spanish

Figure 44The note list, with the two arrows above it. The order is manual and deliberate, so the notes that matter most
can be kept at the topit is not alphabetical and it is not by date.
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@) Wise CRM - New note title X

Please enter a note litle

I CANCEL ] [ conmrm ]

Figure 45NEW NOTE asks for the title first. The title is what the list shows, so it is worth making it read like an answer to a
question somebody will ask.

A note is opened for editing with EDIT and stored with SAVE NOTE; until then the textaslyeachich

stops a stray keypress from changing a shared procedure. The title can be changed later by double
clicking the note in the listthe same immediateeaname the task list offers.

Browsing and editing are two different modes

This is the one thing about the Notes tab that surprises people, so it is worth saying plainly: the two lists
on the left- Keywords and Visible to userdo something COMPLETELY DIFFERENT depending on
whether you are browsing or editing. The tab has rsible mode indicator; what tells you which mode

you are in is the background of those lists.

BROWSING (the normal state). The tick marks are FILTERS: tick a keyword or a user and the note list
narrows to the notes that carry it. Selecting a note colours the whole row of every entry belonging to that
note YELLOWsee below.

EDITING (after EDIT or NEW NOTE, until SAVE NOTE or CANCEL). The same tick marks are now
ASSIGNMENTS: what you tick becomes this note's keywords and this note'so/ishl&icking no

longer refilters anything, and the yellow highlighting is switchatifor the duration.

The highlighting disappears on entering edit mode by design, not by accident. A background colour saying
GGKAA Ad 6KFG GKS y20S OdNNNByidte KIFag ardaaaya ySEd
Ale g2dz R 6S (g2 Ofitlthe ¥ame timé. Saltie reduit Steps dsiNeSvhile Pos are

the one deciding, and comes back when you save or cancel.

The practical consequence is worth remembering: a filter you set up before pressing EDIT is not what you
are editing. When you press SAVE NOTE, the ticks as they stand at that moment become the note's
assignment so check them before saving rather tharsasiing they still hold the filter you had in mind.

ADD NOTE Create a new note. Type the content in the editor; the first line becomes
the title shown in the list.

EDIT NOTE Edit the selected note in the full editor; press UPDATE NOTE to save.
REMOVE Delete the selected note (confirmation required).
Keywords / Users Assign classification keywords and, optionally, the specific users allowe

see the note.
Documents Attach documents to the note.

C2y il b k b Kk Adjustthe editor font size. The three keys do the same thing and, unlike

F11) buttons, they work while the caret is still inside the note text: F10 larger,
smaller, F11 back to the default. They act on the Notes tab-amiythe
Customers and Leads w11 stays the CUSTOM fields shortcut.

7.2 Filtering and readability

The keyword and user lists on the left filter which notes are shown. The two toggle buttons flip all
1S862NR 2NJ Fff dzASNI OKSO1062ESa G 2y0Sz F2NJ ljdza O]
finds notes whose title or body contains the texiytype.
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Keywords b

{Chum nisk »
Enterprise _I
High touch

Integration needed

Migration

Pilot

Public sector

Reference customer

Renewal 2026

SME

Figure 46 The keyword list. The small button above it flips every entry on or off at once. The yellow bar is not a tick and not
a filter - it says this keyword belongs to the note now selected.

Visible to users

AnnaReed 4l

Demo Admin
Mark Ellis
Sofia Neri

Figure 47The user list has two jobs: it filters the note list, and on a note being edited it is where you choose who may see
the note. Here three users are yellow, so the selected note is restricted to those"beaeo Admin™ is not among them,
but an administréor sees every note anyway.

A note with nobody ticked is publi@veryone sees it. Tick one or more users and it becomes visible only

to them, plus administrators, who see every note. That is the whole visibility rule, and it is the same rule
the mobile app applies.

The yellow highlight in the two lists

Selecting a note paints some entries in these two lists yellow, across the full width of the row. The
highlight is not a filter and you did not switch it eit is a readout of the note you have just selected: the
highlighted keywords are the keywordgathed to that note, and the highlighted users are the users the
note is visible to. It used to be a much paler tint, which was easy to miss on a bright screen; the bar is
meant to be seen from across the room.

It answers, without a single click, the two questions you would otherwise have to open the note to
answer-a g K2 Oly aSS (KA& 2yS¢é¢ YR aK2g A& AG OfF&aarATAa
moves with it; a public note highlights no user 8t because it is restricted to nobody.

The highlight is switched off while a note is being edited, because the tick marks mean something else
then-aSS a. NPgaAy3a yR SRAGAYI INB G2 RAFFSNBY(d Y2R
How firmly a restricted note is hidden

A note that is not meant for you never reaches the list. The visibility test runs BEFORE the search and the
keyword and user filters, so there is no combination of filters, and no search term, that can bring a
restricted note into view and because evemyay of opening a note goes through selecting it in the list, it
cannot be read, edited, reordered, deleted or have its documents inspected either. On the mobile app a
note you may not see is discarded the moment the file is parsed, so it does not ettist pimone at all.

Be clear about what kind of protection that is, though. The filtering happens in the client: the server
checks the licence and the login, and then hands over the whole notes file. The desktop keeps every note
in memory and hides the ones you may not semfithe list. So this is a wkseeswhat rule for the

application, not a cryptographic secret from your colleagussyone with a valid login for the licence
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and the willingness to dig has the bytes on their machine. The same is true of private tasks and of project
jurisdiction.

Put anything that must stay genuinely confidential somewhere built for that, and use note visibility for
what it is good at: keeping the list relevant, and keeping internal matediacount bands, competitor

notes- off the screens of people who have nse for it.

One consequence of holding every note in memory is a helpful one: a restricted user who saves a note
writes the complete set back, including the notes they cannot see. Nothing is lost by editing as a
restricted user.
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8. Document Management

Wise CRM keeps the documents of the whole licence in one library on the server and lets every record
point at the ones that concern it. The same window does all of it, and it opens from the DOCUMENTS
button of a customer, a lead, a task or a note. Thigptdradescribes that window; the buttons that lead

to it are described with the tab they sit on.

@ Wise CRM Documents - Assignment X
Search fitter

SEARCH ]

[V Show only assigned documents
(Double-click to edit name and description)

Document name ‘ Description ‘ _I
[I] integrations txt description - possible integrations '
[+] file about project custom functions project file for their custom software

CRM name: file about project custom functions
Uploaded from file: WTCRM prj
Description: project file for their custom software

| vpoanriterio) | | wwassien | [a][¥]

| INVOICE | lintegrations ba
| auotaton |
| contract |
[ eomee | [ memove |
| pownwoapFsy | [ openes | |  oacee || conerm |

Figure 48. The document manager, opened from a partner. The list shows the documents assigned to this record; untick
G{K2g 2yfe aardaySR R20dzyrSyida¢ G2 a8SS (G(KS gK2tS ftA0Sy0OS f A
mark the active Cotract, Quotation and Invoice; [+] is a plain attachment.

8.1 One library, many records

A document is uploaded ONCE and is then ASSIGNED to as many records as it concerns. A framework
contract can belong to five customers without being uploaded five times, and correcting it corrects it for
all five. This is the single idea the whole screduik on: the library holds files, the records hold pointers

at them.
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Because of that, breaking a link and deleting a file are two different things, and the window keeps them
apart. (UN)ASSIGN attaches the selected document to the record you came from, or detatie§le

stays in the library for everybody else. REM@¥lEtes the file from the server permanently, for every
record that pointed at it, and asks first.

Deleting a customer, a lead, a task or a note removes that record’'s assignments and leaves the files
themselves untouched in the library.

8.2 Opening the manager

The DOCUMENTS button of the record opens the window with that record's own documents already

filtered, and Show only assigned documents ticked. Untick it to see the entire licence library, which is

how a document uploaded from one customer is assignechtuiteer.

The window is opened from a SAVED record. A task you have just created and not yet saved refuses to

open it, because an assignment points at the record by its unique ID and that ID does not exist on the

server until the first save.

¢t KS YIEN] 2y F 5h/!'a9b¢{ o0dzid2y YSIya (GKIFIG NBEO2NR
tabs say what is behind the button without anybody having to opeseée section 2.7.

8.3 Reading the list

Two columns: the name Wise CRM calls the document, and a free description. The rows of documents
assigned to the record you came from are shaded, and their name carries a [Gafkr the active

Contract, [Q] for the Quotation, [I] for the Invoice, [6} & plain attachment. In the wholérary view

the unshaded, unmarked rows are the documents that belong to other records.

Search filter narrows the list by name OR description; SEARCH and the Enter key both apply it. The two
arrows on the right move the selected document up and down, and that order is stored on the server, so
a list arranged to suit the way you work staysamged for your colleagues too.

Rest the mouse on a row and a tooltip gives the three things at once: the CRM name, the name of the file
it was uploaded from, and the description. It follows what is in the row at that moment, including an edit
you have made and not yet confirmed.

8.4 The name is yours; the extension belongs to the file

Doubleclick a cell to edit it the left column for the name, the right one for the description. A single click

puts the caret at the end of what is already there. Both columns are saved when you press CONFIRM and
discarded on CANCEL, which is the ornegtid remember about this window: uploads, assignments and

deletions happen immediately, but the two text columns wait for CONFIRM.

¢KS yFYS A& | fFroStsx y24 I FAE{S ylFLYS® 4CNIYSE2N] |
perfectly good name, and a name that says what the document IS beats one that says which folder it

came out of three years ago. The file on the serveeiger renamed by any of this.

The extension is looked after separately. Whenever Wise CRM writes the document to your disk it puts

GKS SEGSyarzy 2F (KS FAEtS AlG 6+F& dzLlX 21 RSR FNRY ol C
FANBSYSY(d Hnucé alGAfTE | NNREADEEF & YRCMIGKS 42 RIISWANB Y
name is never lost eitherit is the middle line of the row tooltip, and it is shown in the title of the

DOWNLOAD dialog.

Renaming a document does not disturb anything pointing at it. Assignments, roles and the file itself are

all keyed by an internal identifier, not by the name.

8.5 Reading a document: OPEN and DOWNLOAD

OPEN (F5) downloads the selected document into your Downloads folder and opens it straight away in
the application its file type belongs tdVord for a .docx, your reader for a .pdf. It is the quickest way to
look at something, and it is only that: whagwou change in that copy afterwards stays on your
computer and never comes back to the CRM.
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DOWNLOAD (F4) saves a copy without opening it. The dialog starts in Downloads but you can save it
anywhere; the name offered is the CRM name and the name the file was uploaded under is in the dialog
title, so it is always clear which document this is aycop

All three of OPEN, EDIT and DOWNLOAD put the file in your Downloads folder, so there is one place to
look for anything Wise CRM has written to your disk.

8.6 Changing a document: EDIT

EDIT (F6) is the round trip. The document is downloaded, opened in its own application, and when you
are finished Wise CRM offers to upload the new version back into the SAME docuheename, the
description and every assignment stay exactly as they ar

Edit the file, SAVE it in that application, and close it. If the application started as a new program, Wise
CRM notices when it closes and asks straight away. If it handed the file to a copy of itself that was already
running- which is what usually happsmwith Word and Excelit cannot see when you have finished, so it
leaves a window on screen asking you to press OK once you have saved. Either way the question is the
same one, and the answer is yours.

Nothing is uploaded unless the file really changed, and never without that confirmation. Closing the
application without saving, or pressing Cancel, leaves the document on the server exactly as it was.

This is the difference between EDIT and UPLOAD FILE. UPLOAD FILE always creates a SECOND document,
which is how a corrected contract used to end up in the list twice, with the assignments still on the old
copy and no way to tell the two apart. Use EDITHange a document and UPLOAD FILE to add one.

8.7 Contract, quotation and invoice

One document of each of three kinds can be nominated per record. Select it in the list and press
CONTRACT, QUOTATION or INVOICE; the name then appears in the field beside the button, and the
matching button on the customer or lead form downloads and opgeasdocument in one click. Only

one document at a time can hold each role, so nominating a new one demotes the previous holder to a
plain attachment.

Pressing the same button again, on the document that already holds the role, takes the nomination back:
the mark returns to whatever held it when you opened this scretiire document that had it before, or
nothing at all. That is the way out of a wronigk] and it is why the three buttons never leave you having
to promote some other file just to undo one.

The three role buttons are for customers and leads. A task or a note has no contract, so for those the
whole block is dimmed and only plain assignment applies.

8.8 Adding a document

UPLOAD FILE (F10) puts a new file into the library. Any file type is acdepiedWord, Excel, images

up to 32 MB. When the window was opened from a record, the uploaded document is assigned to that
record at once, which is what you almost always want

The document is stored on the server under an internal identifier, not under its file name, which is why
two people can upload two different files called invoice.pdf without one overwriting the other.
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9. Incoming Maik the Activity Flag

Wise CRM can watch one or two mailboxes and turn each incormmgjléhat comes from one of your
partners (customers AND leads) into activity on that partner. It is a lightweight ticketing aid: you still work
the conversation in your normal mail clienyjttthe CRM flags which partners are waiting on you and
records the incoming message in their history.

9.1 What happens when mail arrives
w ¢ KS aSyhRIGdrRss is Satched to a partner contact.
w! fAYS &Ly YANEY Sfr aSYRSNBHY radzoeSOGHhe A& | RRSR
Wwe¢KS LI NIYySNRna {St OSftt Ay GKS ftAad Aa O02f 2dz2NBRY
marked urgent.

| NEW CONIACI l |A||V| |X|

Search in Actions

| CLEAR ACTION FLAG I [ Need (Urgent) Action

l TASKS | [x1 Il | recisteracTion |
Figure 49The activity flag on a partner. CLEAR ACTION FLAG closes it; Need (Urgent) Action turns the green cue red
without closing it.

The flag is raised automatically and lowered by hand. That asymmetry is the poiataih@n open a

flag while nobody is watching, but only a person can decide the matter is finished. Until somebody
presses CLEAR ACTION FLAG the partner stays cahoilvedist, which is exactly how a ligheight

ticket system should behave.

The registered actions box is tinted to match, so the state is visible even when you are already inside the
record: pale green for an open flag, peach when it has been marked urgent, and no tint at all once the
flag is cleared.

Mail from anyone who is not a partner is ignorethe partner match is the filter, so the plain inbox can

be read directly.

9.2 Working the flag

Green Sel cell The partner has an OPEN activity ftan incoming mail is waiting to be
dealt with.

Need (Urgent) Action A checkbox on the partner: ticking it opens the flag (if not already open)
and turns the Sel cell RED-ticking lowers it back to green. It never close
the flag.

CLEAR ACTION FLAG Close the activity flag once you have handled the request (confirmation
required). The colour clears. A new incoming rqail ticking Urgent again
¢ re-opens it.

Sel column header Click it to FILTER the list: if any partners are ticked it shows only ticked
otherwise it shows only partners with an open flag. Click again to clear.

Because the flag is closed by hand, an issue can stay open even after you have; ety the
behaviour a light ticket queue needs.
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9.3 Setting it up (administrator / per user)

IncomingYF Af 61 GOKAY3a A& O2yFAIdzNBR LISNI YIF OKAYS Ay YI A
in detail in chapter 12. In short: enable IMAP on the mailbox, create an application password, and fill in

the imapl_ (and optionally imap2_) block. Sauine file immediately triggers a first fetch, so matched

partners light up within seconds. Nothing needs to be schedgbkbe client rechecks periodically on its

own, and the server rebuilds the addresspartner lookup table once a day.

Two things must line up

I LI NGYSNI f A3KG& dzL) 2nyail addrésKiSsfored d6 & coit&yoR thakfiadiner N
GKFG O2ydal Od gl a LINBaSyid 4G G§KS aASNBSNRa €l ad
matchable after the next rebuild.

The client only reads mail newer than the last time it checked, so a message already seen-ftaggert
GKS aSyRSNDa ySEG ySé YAt YIGOKSa Of Styteo
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10. Mass Hmailing

The EMAIL button on the Customers and Leads tabs sends an individadlte many organisations at
oncec¢ a maitmerge campaign that reaches each contact separately (no shared To or CC list), so
recipients never see one another.

10.1 Choosing the recipients

Tick the organisations you want in column 5 of the list. When you press EMAIL, the ticked organisations
are the recipients; if none are ticked, Wise CRM offers to send to all currently visible (filtered)
organisations. Only contacts with a validnail addess, marked to be included in mailing, receive the
message.

I -
C,/ Wise CRM Confirm X |
|

| No partners are ticked (cclumn 3).
Send to ALL 10 partner(s) currently VISIBLE in the list?

No

Figure 50Pressing EMAIL with nothing ticked. Rather than refusing, the application offers the visible list as the recipient set
- and says how many that is.

This is the shortcut that makes the whole feature quick: filter the list down to the group you want, press
EMAIL, and accept. There is no need to tick anything at all when the filter has already produced exactly

the set you mean.
Read the number in that question before answering it. It is the count of rows CURRENTLY VISIBLE, so it is

also the check on whether your filter did what you thougtit{ Sy R {42 ! [ [ wmn LI NIy SND a
expected three is the cheapest possible warning thatfilter is wrong.

Build a mailing list incrementally

Filter, tick the visible rows, filter again, tick agaiticks on rows hidden by a filter are preserved. The
SELECT ALL / SELECT NONE buttons act on the visible rows only. The send dialog reports the total
count, so nothing stays hidden at send &m

10.2 The message and sending
w You are prompted to choose an HTML body file for the message, and may attach one or more files.
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(4 Wise CRM - Mass Email X

Email subject:
| |

oK

Figure 51The subject prompt. It is asked once and used for every message in the campaign.

The order of the prompts is subject, then body file, then attachments. The body is an HTML file you
prepare beforehand in whatever tool you like, which is what lets a campaign carry formatting and images
without the CRM having to be an editor.

w Messages are sent one at a time through a background script, with a configurable delay between

them so antispam limits are respected.
w The send is interruptesilient: if the machine is shut down midmpaign, restarting Wise CRM
resumes itg alreadysent messages are not sent again and none are lost.
WWSOALASY(:H | RRNBaasSa Yreé oS 3IAQGSy Ay GKS dablYS
partners are counted.
The SHOW EMAILING LOG button (Settings) opens the applrsbnd log; one header per campaign
plus one line per message. Because the sending script writes it livepaogiress campaign can be
watched by reopening the log.
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11. Settings & Administration

The Settings tab holds the shared reference lists that feed the-dowms throughout the application,

the user accounts, import/export tools;rail configuration and your own account preferences. Most list
changes are made by administrators; each useralways change their own password and default
project.

| @) wise cRM = o x |

CUSTOMERS (F1) | LEADS (F2) TASKS (F3) NOTES (F4) SETTINGS (F5) |

Unted Kngdom : 14 [Dect_
|| Gemany B - der Module ic Par
Netheriands Mobie App Ibenia Solutions
| Sweden Reporting Sute
Ireland oardng
Spain
Poland
Austria
Denmark
(Potuga ]
al -
] [ EE &
Roles Partner/Distributor description/Contacts

z
4
L

L
L

o 1 @ &

Defauit Product/Project

Al z i z i PO
j P oo et = . o wimetable com
ark ¢ s ustom Import/Export
= =" il e ey
A E = EEE [mmeme] [Brwmmmoe]
[ macrevenmias | [ F |
Invoicing companies Parent organsations
T 1 fEmme o e @
e y e
1 & ‘ ASSIGNED PROJE | Logged user DEMO
= = S [ C oo 1 (|

Figure 52The Settings tab. The shared lists fill most of the screen; users, the administrator buttons and the connection

details are on the right.

Nothing on this tab is saved until SAVE SETTINGS is pressed, and the button stays dimmed until

something changes. REVERT SETTINGS throws away the changes you have made since the last save and

re-reads the stored values.

Saving settings

Settings changes are held locally until you press SAVE SETTINGS. REVERT discards unsaved setti
and reloads the last saved state. Both buttons are active only while unsaved changes exist. Other us
your changes after they press REFRESH D#AEAtart.

11.1 The shared lists

Each of the following lists supports Add, Delete and Move Up / Move Down. They populate the matching

drop-downs on customer, lead and task records, and several are also available as list filters.
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Countries

: United Kingdom n
Gemany

Netherdands

Sweden

Ireland

Spain

Poland

Austria

Denmark

Portugal

2

new | [af[v] [x]

Figure 53Every shared list has the same four controls: NEW to add, the two arrowsitdere and the red X to delete.

The order you set here is not the order the drdpwns show those sort alphabeticallybut it is the
order this tab shows, which makes a long list easier to maintain. Deleting an entry does not go back and
change the records that already use it; exigtnecords keep the value they were saved with.

Lock delete to noradmin - who may delete and rename

These lists are the spine of the database. Partners, tasks and notes all reference their entries, so deleting
one is not a local edit: every record that used it keeps its stored text but loses the entry from its drop
down. Renaming is quieter and reachestjas far the stored link survives, so every one of those records
now reads as something else. Neither can be undone from the client.

AAAAAA

tKS OKSO|1062E G ROAYRStIBGISHIKS g2uyliz2yY 2F GKA& G+ o6
may do it. Only an administrator can move it, and the setting belongs to the licence, not to one machine

a percomputer setting would be worth nothing,ngie the computer that wants to delete is the one that
would be asked.

Pageb4 of 83



Wise CRM, User & Administrator Manual

Default Product/Project

{none) V]

Custom Import/Export

SHOW EMAIL LOG

PASSWORD CHANGE EDIT INTEGRATIONS

MAIL CREDENTIALS CUSTOM_FIELDS

m

RT SETTINGS SYSTEM LOG

REERESH DATA(F5) | I Lock delete to non-admin

Logged user. admin

USER MANUAL LOGOUT

Figure 54The checkbox as an administrator sees it, at the bottom of the Settings tab. For everybody else it is greyed out
which is the whole point of it.

w TICKEBNnobody except an administrator can delete or rename an entry here. The delete buttons
are greyed out and a doubldick to rename politely refuses. Adding stays open to everyone: a new
entry cannot break anything.

w UNTICKEPeveryone may delete and rename, and every such change is recorded and reported by
e-mail to the first administrator in the users list when the settings are saved.

When a change has been recorded, SAVE SETTINGS first shows you the list of exactly what will be
reported and asks whether to go ahead. Cancelling stops the save; nothing is undone, so you are simply
back where you were and can put the entries back by rarghve after all. The mail is sent only after the
save has actually succeeded, so the administrator is never sent looking for a change that never landed.

¢CKS FTRYAYAAGNI G§2NRA& 26y RSt SOA2ya -thfsttimigBihery;Sa | NB
and a report to yourself about your own work is noise. The DEMO account is locked whatever the
checkbox says, because the demo licence is public.

A licence that has never had this setting saved starts LOCKED, which is also how Wise CRM behaved
before the checkbox existed.

This is a working agreement, not a security barrier. It is here because most arguments in an office about
"who deleted the city list" are really arguments about not knowiagd a short enail that says what
changed, by whom, and when, settles the questiefore it becomes one.

Projects Toplevel classification for all partners and tasks (e.g. Wise Timetable, V
Bed Manager). Users can be restricted to their assigned projects.

Keywords Tags assignable to customers, leads and tasks fogfimiaed filtering.
Countries / Cities Geographic lists used on partner records and as filters.

Parent organisations Group related organisations under a common parent.

Languages The document / correspondence language of a partner.
Distributors The distributor associated with a partner.
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Currencies Currencies for invoicing figures.
Invoicing companies ¢KS Aadadzaiy3d O2YLIye dzaSR 2y I LI
Users The people who can log in (administrators oglsee below).

11.2 Users and access (administrators)

Administrators manage the user accounts. A new user is entered as a single sapanated string;
role, name, email and password for example: A, John Smith, john@company.com, secretl23 (role A =
Administrator, U = regular User). Themail address ithe login name. To correct an account afterwards,

doubleclick its line: role, name andél Af O02YS o1 O] Ay 2yS LINRBYLIiZ FYyR

assigned projects are left exactly as they are.

A
PROJECTS |

Figure 55. The user list. Each line is role, name amdadl, followed by the projects assigned to that user. The password
is not part of the line and never appears on screeitis stored with the account, and only its owner can replace it.

m

The role is the first field and only two values matter: A for an administrator, anything else for an ordinary
user. The amail address is what that person types at the login screen; the name is what everyone else
sees on their tasks, actions and comments.

ASSIGNED PROJECTS opens the project list for the selected user. A user with no projects assigned sees
everything- which is the right default for a small team. Assign projects only when somebody genuinely
should not see the rest.

PASSWORD CHANGE asks for everything at once: your current password, the new one, and the new one
again. Each box is checked as you leave it and turns red if it does not h@dctupgrent password that is

not yours, a new one shorter than four charactexsepeat that does not matchso a mistake is pointed

at while the cursor is still beside it. Nothing is stored until you press SAVE SETTINGS; until then the old
password is still the one that works everywhere else. An administrator cannot set somebaiyseQ &
password here: they could then sign in as that person with nothing in the audit trail to say so. A colleague
who has forgotten theirs is given a new account, or a password they change on first use.

NEW USER / DELETE USE Create or remove a user account (administrators only). A deleted user ¢
no longer log in after settings are saved.

ASSIGNED PROJECTS Restrict a user to specific projects: once assigned, that user sees ONLY
customers, leads and tasks in those projects. Administrators always see
everything.
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CHANGE PASSWORD Change your own login password: the current one, the new one and the
new one again, in a single dialog. Stored when the settings are saved.
DEFAULT PROJECT The project your Customer and Lead lists-petect after login.

Project jurisdictionc how visibility is decided

When a user has no assigned projects they see everything. When they have one or more assigned
projects, they see: partners with no project (treated as public), partners whose product/project is among
their assigned projects, angifor tasksg also the priate/visibility rule from chapter 6. Administrators
bypass all of this and see everything. The mobile app applies the identical rules.

11.3 Email configuration and logs

Mass emalil, task reminders and the incominggil Activity flag all use the mail configuration file mail.txt,
opened with MAIL CREDENTIALS. It holds the outgoing SMTP settings and up to two incoming IMAP
accounts. Chapter 11 documents every field. Keepfild secure; it contains application passwords. The

SHOW EMAILING LOG and OPEN SYSTEM LOGS buttons open the send log and the client diagnostics log
respectively.

Default Product/Project

l (none) V]

Custom Import/Export

| sHowEmAILLOG |

| PASSWORD CHANGE | | EDIT INTEGRATIONS |

| maiLcrepenTiaLs | | cusTom_FiELDS |

| peverTserTivgs | | svstemioc |

| REFRESHDATA |

Figure 56.The administration buttons. MAIL CREDENTIALS and EDIT INTEGRATIONS open their configuration files in
Notepad; the upload happens when you close it.

Two of these are worth knowing even if you are not an administrator. REFRESH B&aus everything

from the server without restarting the application, which is how you pick up a colleague's change without
losing your place. PASSWORD CHANGE changeswopassword and is available to everyone except

the demo account.

Default Product/Project, just above these buttons, sets the project the Customers and Leads filters start
on when you log in. On an installation where you always work in one project it saves setting the same
filter every morning.

11.4 Custom fields and integrations

w EDITCUSTOMFIEIISS FAY S G(GKA& tAOSyO0SQa Odzaii2Y LI NLYSNI ¥
numeric). A field you name here appears, with that name, in the Custom Fields window of every
customer and lead.
w EDIT INTEGRATIO&&pen integrations.txt to enable a shipped example integration or add your
own. Changes apply the next time the integrations window is opened; no restart needed. See
chapter 12.

Pages7of 83



11.5 Import and export

Wise CRM, User & Administrator Manual

Customers and leads can be imported from, and exported to, semictdmited CSV files. Chapter 16 is
the full reference: the column list, every modifier code, how to import only the columns you have, and
worked examples. The export format is the exaatrar of the import format, so an exported file can be

SRAGSR Ay 9EOSH

YR AYLER2NISR

(0]

Ol ® 90SNE SELERNISR

column, which lets a later import match rows precisely even after a rename.

Server |P Address
wtimetable.com

Communication port

49152

| OPENPORT |

| mpoRTLEADS |

| IMPORT CUSTOMERS |

| ExporTLEADS |

EXPORT CUSTOMERS

Figure 57 The connection details and the import/export buttons. OPEN PORT is a diagnostic: it reports whether the client

can actually reach the server on the configured port.

Export first, then import. The exported file is the exact format the import expects, so the reliable way to
prepare a bulk change is to export what you have, edit that file, and import it-vatker than building a

CSV from scratch and discovering tbéumn order by trial.
The behaviour is chosen with a modifier code, set in the Import/Export modifier box and saved with the

settings. Leave it empty for the safe default (MERGE).

(empty) = MERGE

CREATE_ONLY

OVER_ALL

/' hi bewL9{ «

Multiple contacts per organisation

Enrich existing organisations: fill only their empty fields, never overwrite
never touch invoiced/paid, and append a contact whoseal is new.
Create organisations that do not exist yet. The safe defaitltan never
destroy data.

The old default: existing organisations are skipped untouched, only new
ones are created.

Replace existing organisations entirely with the CSV content (same ID k
and create missing ones. Use with care.

Import a onecolumn CSV into that settings list, adding only values not
already present. Press SAVE SETTINGS afterwards.

In a customer/lead import, several rows that repeat the same organisation name are combined into o
organisation with several contactsso one CSV can carry an organisation and all of its people. A conta
added only when its-enail (or name, if nonail) is new.

Before a large import
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Importing briefly holds the interface while it runs, so test with a small file first. Country/City values fill «

when the label already exists in the settings listmport those lists first (COUNTRIES / CITIES), then S,
SETTINGS, then import the {rears.
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12. Configuration Files (Administrator)

Two plaintext files give administrators fine control ovemaail and over the external actions available
from a partner. Both are opened from the Settings tab and both areael automatically, so changes
take effect without rebuilding anything.

12.1 mail.txt¢ e-mail configuration

hLISYSR 6A0GK a! L[ /w959b¢L![{Z YIAf ol Hétafdlder). (2 NSR
has three parts: the outgoing SMTP block used for mass mail and task reminders, and up to two incoming
IMAP blocks used by the Activity flag. Linesiti@gg with # are comments. Leave a whole block blank to
disable it.

| Eu mail.txt . ar

Il
<
-]
~
[0y}
23]
<
&
by
<
AN
©
&

Datoteka Uredi Pogled H1 v
kind as the SMTP one above.

FIELDS (per account, imapl_* and optionally imap2_*):
imapN_host  IMAP server hostname.
imap.gmail.com (Gmail / Google Workspace)
outlook.office365.com  (Microsoft 365 / Outlook)
imapN_port IMAP SSL port - almost always 993,
imapN_user Full e-mail address used to log in.
imapN_pass  App Password (16 chars, no spaces).

HOW MUCH IS READ: the FIRST run looks back 3@ days; after that only
genuinely new messages are read (tracked in imap_state.txt). Reading the
same mail yourself in Gmail does NOT hide it from the CRM.

Leave these BLANK to disable incoming-mail watching entirely.

EXAMPLE (Gmail):
imapl_host=imap.gmail.com
imapl_port=993
imapl_user=support@wisetimetable.com
imapl_pass=abcdefghijklmnop

BRI L I I O

# --- IMAP account 1 (for FETCHING incoming mail) ---
imapl_host=imap.gmail.com
imapl_port=993
imapl_users
| imapl_pass=

imapl_ignoresubjectstart=0ut of office,Samodejni odgovor,Odsotnost
| imapl_lookbackdays=60

# --- IMAP account 2 (optional second inbox - leave blank if unused) ---
imap2_host=

imap2_port=993

imap2_user=

imap2_pass=

Virstica 119, stolpec 12 5.560 znakov Navadno besedilo 100% Windows (CRLF) UTF-8

Figure 58mail.txt open in Notepad. Roughly two thirds of the file is the comment block explaining each setting; the
settings themselves are the few uncommented lines near the bottom.

The file documents itself on purpose. Every line starting with # is a comment, and the comments carry
the host names, the port numbers and a complete worked example, so the administrator filling it in does
not have to have this manual open at the same time
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| # --- IMAP account 1 (for FETCHING incoming mail) ---
| imap1_host=imap.gmail.com
imapl_port=993
imap1_users]
imapl_pass=
imapl_ignoresubjectstart=0Out of office,Samodejni odgovor,0Odsotnost
imap1_lookbackdays=60

| # --- IMAP account 2 (optional second inbox - leave blank if unused) ---
imap2_host=

| imap2_port=993

imap2_user=

imap2_pass=

Figure 59The IMAP section, which is what turns the Activity flag on. Filling in imapZ1_ is enough; the second account exists
for organisations that watch two inboxes.

Two settings here deserve a note. imapl_ignoresubjectstart takes a cesepaaated list of subject

prefixes that are silently ignoredut-of-office replies in every language your customers write in, so a
fortnight of automatic replies does not raise atfught of flags.

imapl_lookbackdays sets how far back the FIRST run reads. It exists for the day you connect the feature
to a mailbox that already has history: set it to 60, delete imap_state.txt on the server, and the next fetch
reads two months of mail into the partneecords in one pass. Afterwards it is ignorexvery later run

reads only what is genuinely new.

Saving the file triggers an immediate fetch, so the setting can be tested without restarting anything. Keep
the file secure: it contains application passwords in clear text, which is why it lives in the user's own
applicationdata folder and not on the seer.

Outgoing (SMTP)

server SMTP server host, e.g. smtp.gmail.com, smtp.office365.com.

port 587 (STARTTLS, recommended) or 465 (SSL).

username Full email address used to log in.

password SMTP passwordfor Gmail an application password (16 characters).

from ¢KS | RRNBaa akKz2ey Ay GKS NBOALRKSY
sender The display name shown next to the from address.

delay_ms Pause between individual massail messages, in milliseconds (e.g. 4000).

send_assigned_task_ema on (the default) or off. Enails the assignee when a task is assigned to
somebody other than the person saving;isee section 6.4.

Incoming (IMAPY, the Activity flag

Fill in imapl_ (and optionally imap2_) to have Wise CRM watch a mailbox. Saving the file triggers an
immediate fetch.

imapN_host IMAP server host, e.g. imap.gmail.com, outlook.office365.com.
imapN_port IMAP SSL pocgtalmost always 993.

imapN_user Full email address used to log in.

imapN_pass Application password. Gmail app passwords contain spapaste them

exactly as shown; only leading/trailing spaces are trimmed.
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imapN_folder Mailbox to read. Default INBOX. A Gmail label name (e.g. Support) narr
it to that label.

imapN_ignoresubjectstart = Commaseparated subject PREFIXES to skipnessage whose subject
starts with any of them (cassensitive, each item trimmed) is dropped
and never flags a partner. Ideal for auteplies. Leave blank to keep all.

A complete Gmail example:

server=smtp.gmail.com
port=587
username=you@gmail.com
password=abcd efgh ijkl mnop
from=you@gmail.com
sender=Wise CRM
delay_ms=4000

imapl_host=imap.gmail.com

imapl_port=993

imapl_user=you@gmail.com

imapl_pass=abcd efgh ijkl mnop
imapl_folder=INBOX

imapl_ignoresubjectstart=Out of office,Automatic reply

Security

mail.txt contains application passwords in clear tekieep the machine and the file protected. Wise CRN
never writes the password into any script left on disk; the generated helper scripts are hidden and se
deleting.

12.2 integrations.txt¢ external actions

Opened with EDIT INTEGRATIONS, integrations.txt defines the custom actions offered on the integrations
screen (the External button on a partner). Each action is a small PowerShell script; Wise CRM fills in
placeholders for the selected contact and orgatieg then runs the script in a hidden session. The file is
re-read every time the integrations window opens, so saved changes apply immediately.
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== - a X

| B mail.txt integrations.txt X =
Datoteka Uredi Pogled HHvy =~v B 7T S & @Bv 4 Yy o O =

| N e - |
//

// NOTE on the Outlook blocks: the search runs on the ACTIVE explorer. On
// the very first use Outlook has to create and show that explorer, which
// gives the search time to settle; on later uses the explorer already

// exists, so the block must ClearSearch and wait a moment BEFORE the new
// Search - otherwise Outlook briefly shows the new results and then snaps
// the pane back to the previous contact (a COM/Instant-Search race).

S e D S b A et i o o S

Custom integration 1 (Outlook - show emails of this contact)

Active: 1

Sequence Num: 1

// UNCONDITIONAL Start-Sleep before Search is the key: without it a repeat

// call (second contact) races Outlook's window activation and the result

// pane reverts to the previous contact. ClearSearch first removes the old

// results so the new search has nothing to revert to. Empty-address guard

// avoids a meaningless from:"" search.

if ('%EMAIL%' -eq '') { Add-Type -AssemblyName PresentationFramework; [void][System.Windows.MessageBox]::Show('This contact has
no e-mail address stored in the CRM.','Wise CRM') } else {

$0l = New-Object -ComObject Outlook.Application

$exp = $ol.ActiveExplorer()

if (-not $exp) { $exp = $ol.Explorers.Add($ol.GetNamespace('MAPI').GetDefaultFolder(6), ©); $exp.Display(); Start-Sleep -
Milliseconds 800 }

$exp.Activate()

Start-Sleep -Milliseconds 500

try { $exp.ClearSearch() } catch {}

Start-Sleep -Milliseconds 250

$exp.Search('from:"%EMAIL%" "', 2)

| @

Custom integration 2 (Outlook - show emails of this organisation)

Active: 1

Sequence Num: 2

// same timing/ClearSearch fix as integration 1 - searches by the e-mail

// DOMAIN so every sender at the organisation is shown

if ('%DOMAIN%' -eq '') { Add-Type -AssemblyName PresentationFramework; [void][System.Windows.MessageBox]::Show('This contact has

Vrstica 1, stolpec 1 10.116 znakov Navadno besedilo 100% Unix (LF) UTF-8

Figure 60integrations.txt. Each block is a name, two settings and the script that runs; // lines are comments and never
reach PowerShell.

An integration is a small PowerShell script with placeholders. Wise CRM substitutes the selected contact's
e-malil, the organisation's domain and so on, then runs it. That is the whole mechawisith means
anything you can drive from PowerShell can beeanbutton on the partner form.

Custom integration 1 (Outlook - show emails of this contact)
Active: 1
Sequence Num: 1
// UNCONDITIONAL Start-Sleep before Search is the key: without it a repeat
// call (second contact) races Outlook's window activation and the result
// pane reverts to the previous contact. ClearSearch first removes the old
// results so the new search has nothing to revert to. Empty-address guard
// avoids a meaningless from:"" search.
if ('%EMAIL%' -eq '') { Add-Type -AssemblyName PresentationFramework; [void][System.Windows.MessageBox]::Show('This contact has
no e-mail address stored in the CRM.','Wise CRM') } else {
$0l = New-Object -ComObject Outlook.Application
$exp = $ol.ActiveExplorer()
if (-not $exp) { $exp = $ol.Explorers.Add($ol.GetNamespace("MAPI').GetDefaultFolder(6), @); $exp.Display(); Start-Sleep -
Milliseconds 808 }
$exp.Activate()
Start-Sleep -Milliseconds 560
try { $exp.ClearSearch() } catch {}
Start-Sleep -Milliseconds 250
$exp.Search('from:"%¥EMAIL%"', 2)
| ¥
@

Figure 610ne complete block. The comment above the script explains WHY the sleeps arththkied of note that
saves the next person an afternoon.

The blocks that ship with the system are worth reading even if you never write your own: they are the
working examples. The Outlook block above searches for the selected contact's messages and carries a
comment explaining the timing problem it solves, whis exactly the sort of thing that is impossible to
rediscover from the code alone.

Set Active: 1 to make a block appear in the ddggvn and Sequence Num to order it. Changes take

effect the next time the integrations screen is openeatb restart. Because the file is per machine, one
workstation can carry an integration the rest of tbempany does not have.
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Block format

Custom integration 5 (Write email to contact)

Active: 1

Sequence Num: 5

<one or more PowerShell lines Z the block runs as ONE script>
@ < - end of the block

w Active:1 shows the integration in the dregown, 0 hides it.

w Sequence Numndetermines the order in the drepgown (1 = first).

w //lines are comments and are ignored everywherthey are never sent to PowerShell.
w @on its own line ends the block.

Placeholders (replaced before the script runs)

%EMAIL% %CONTACT% The selected contact (or the first one).
%PHONE%
%DOMAIN% The part of %EMAIL% after the @ sign.

%ORG% %CITY% %COUNTRY The organisation.
%WEBURL% %LINKEDIN% The links stored on the integrations screen.

%GUID% Internal ID of the organisation.

What ships with it

The file comes withready RS o6f 201a @&2dz  QUAGIGS o6& aSidaGay3a 1 O
2 NH I y A &rhail ik @ufid@kior Bhunderbird, write anreail, search Google / Google Maps / Google

bSgaszx 221 (GKS O2yidl OG ddeiaildtygthd chpiorr8, Ball yiasTeamg drle G KS O2
WhatsApp, and open a ticket search in osTicket, FreeScout, HESK or Tidio. The Outlook and Thunderbird
blocks are shipped inactive because the right one depends on which mail client ygaciseate the

pair tha matches yours.

Writing your own

The universal test for any wdimsed system: type a search into its web interface and look at the addre
bar ¢ if the query appears in the URL, copy that URL into a new block with %EMAIL% in place of the
Launch visible applications with Stéttocess, exactly as the shipped examples do.
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13. The Mobile App

Wise CRM Mobile is a companion application for Android and iOS. It connects to the same server as the
desktop client and shows the same dataustomers, leads, tasks and notem a form designed for a

phone. It is a rea@nd-review tool: ideal for chedkg a contact, a task or a note while away from the

desk.

19:33 |, @& ==

Customers (38) - admin

Search customers...

@ G = 2

Customers Leads Tasks Notes Settings
[ @
Figure 62The Customers tab on the phone. The title bar carries the count and the logged user; the search box filters as you
type.

The app is READNLY by design. It exists to answer questions away from the ddek is this
customer’'s number, what did we agree, what is due this wesakd not to be a second place where data
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is edited. That single decision is what keeps it simple and what makes it safe to hand to somebody on the
road.

It talks to the same server as the desktop and reads the same files, so there is nothing to synchronise and
nothing to go stale in a way that needs resolving. Pull the Refresh icon in the title bar and you have
exactly what the desktop has.

13.1 Connecting

Sign in with the same licence, user name and password you use on the desktop. The app remembers your
credentials and reconnects automatically. Mobile networks silently drop idle connections and the

operating system suspends the app in the background, s@pp quietly reestablishes the connection
whenever it returns to the foreground or a request finds the link has goymu should rarely see a

connection error.
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19:32 @ = I+

Settings - admin

Connection
— Server addre.ﬁs R

5 wtimetable.com

Port

# 49152

Licence number

O

— User name
& admin

Password

B e ©

[© SAVE & RECONNECT

(> LOG OoUuT

Automatic login is on: these values are used at start-up
and the login screen is skipped. LOG OUT turns it off

Start on
The tab the app ¢

(O Customers i3]
3| @ & & e
Customers Leads Tasks Notes Settings

[l O

Figure 63The Settings tab. The same four values the desktop needs, plus the passwordusefehlvhen typing a long
password on a phone keyboard.

The credentials are stored on the phone and reused at every start, so the login screen appears once and
then gets out of the way. LOG OUT forgets the password and brings the login screen back on the next
start; the server, licence and user name are keptduse those rarely change.

SAVE & RECONNECT drops the current connection-amnasrthe whole handshake with whatever is in

the boxes, which is also the quickest way to test a changed server address or a new password.
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Start on
The tab the app opens after logging in.

(O Customers

Leads

Tasks

Notes

Figure 64 Start on. Which of the four data tabs the app opens on after logging in.

It is saved the moment you pick-ithere is no separate save for it, because it has nothing to do with the
connection- and it applies from the next start of the app. Somebody who lives in the task list should not
have to tap past the customer list evenorning.

13.2 The four tabs

Tab What it shows

Customers The customer list with search; tap an organisation for its contacts, actiol
invoicing and details.

Leads The lead list with search and the same detail view (plus fellpwgtate).

Tasks Your tasks, filtered by Mine / Open / Overdue (see below), searchable k
name and description.

Notes Shared notes, searchable by title and text.

The count of items on the active tab is shown in the title bar. Every detail screen scrolls and shows a
draggable scroll bar.
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19:33 &) @ = o

Notes (1) - admin

[ @ Search notes...

[ notez

3 % ¥ 2 2

Customers Leads Tasks Notes Settings

I @)

Figure 65The Notes tab. Notes restricted to other users are not merely hidden thengare discarded as the file is
parsed, so they are not on the phone at all.
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for admin by admin

created 22.7.2026 due 31.7.26 High

open

Figure 66 A task on the phone. The chips carry everything the desktop shows in its middle column; the red one is the
priority.

The task detail reads top to bottom in the order you need it: what the task is, the chips that qualify it, the
description, then the partners it is linked to, then the comment history. On a phone the description has to
come before the linked partnersa task linked to nine organisations would otherwise push its own text

off the bottom of the screen.
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Linked customers / leads (9)

Figure 67The linked customers and leads of one task, each tappable straight through to that partner's own screen. The
icon says which kind itis building for a customer, a figure with a magnifier for a lead.

The heading counts what is actually shown, not what the record holds: a linked partner this user may not
see, or one that has since been deleted, is left out of both the list and the count. Tapping a row opens

GKIFG LIFNIYSNE 6KAOKFXAaLKAAzZIRR &ZSRSIOG2FTRRBRYGG@RKEA (2 a
two taps.

13.3 Task filters

The Tasks tab carries three checkboxes at the top that combine freely:
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/

f Q  Search tasks...

~

Mine Open [] Overdue

S

O

Figure 68The three task checkboxes on the phone. Mine and Open are ticked by default, which is the list most people want
on a phone.

¢tKS GKNBS O02Y0AYyS: FyR (UKS RSTldzZ Ga FNB G4KS FyagSN
Untick Mine to see the whole team's work, untick Open to bring completed tasks back, tick Overdue to

cut straight to what is late.

The search box above them looks in the task name and the description, the same two fields the desktop
searches, and the count in the title bar always reflects what the filters havedefthe title is also the

quickest sanity check that a filter is dgihat you meant.

Checkbox Effect (default)

Mine Only tasks assigned to you (ON by default).
Open Hide completed tasks show only open ones (ON by default).
Overdue Only tasks past their finish date (OFF by default).

Completed tasks (when shown) sort to the bottom of the list, exactly as on the desktop.

13.4 Visibilityc same rules as the desktop

The mobile app enforces the identical wheeswhat rules the desktop applies: project jurisdiction for
partners and tasks, the privatask rule (creator and assignee only), and-pser note visibility.
Administrators see everything. What you can seg/our phone is exactly what you can see on the
desktop with the same account.
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14. Administration & Server Notes

This chapter collects the topics an administrator needs when installing, upgrading or troubleshooting the
system. Dayo-day users can skip it.

14.1 The server

WCRM_Server.exe stores all data as files on the server disk, organised per licence, and serves them to
every client over TCP (default port 49152). It needs no database engine. A background job inside the
server rebuilds the incomingail address lookup orca day (after 01:00) and once on stag, So

restarting the server is a safe way to refresh that table immediately after adding contacts.

14.2 Upgrade / deploy order

When a change touches both the server and the client, deploy the server first, then the clients. The
server keeps supporting older clients, so upgrading it first never breaks anyone; a new client talking to an
old server, however, may rely on features thid server lacks. Data files are forwarompatibleg an

older client simply ignores fields it does not understand.

14.3 Firewall troubleshooting

If the server is running and listening but no client can connect (and, on the server, no activity is logged at
all), suspect the Windows Firewall on the server. Remember that in Windows Firewall a BLOCK rule
always overrides an ALLOW rglso an expliciallow rule for the CRM port will not help if some other

block rule (for example an automatic ban script maintained for a web server on the same machine) is
dropping the traffic. Scope such block rules to the web ports only (80, 443) and whitelist yoandwn

0KS ASNBSNNA& I RRNBaasSasx 2N 6KS /wa LBR2NI OFy 068
button (chapter 2) handles the common lodeiewall case.
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a = o X
| B mail.txt integrations.txt Log.txt X {1
| .
Datoteka Uredi Pogled HHvy =v B 7T S © B-v A vy O 83
| por=comcoeo 1m ar . e4) WALL UL ICIVEIAIBWEL 1+ GISWET 1 TLUVEI CU Uy FULL @i tel weov'>

[07-25-2026 19:27:24] lockEntity: '©de@0000-0000-4000-8000-000000000022"' GRANTED
| [07-25-2026 19:27:26] [NOTES-DBG] savePartner: isCust=0 nContacts=1 curContactIdx=0 pcCNotes=62 pcPanel=4
[07-25-2026 19:27:26] [NOTES-DBG] harvested notes from ctrl 62: 'Data protection review is the gating item.'
[07-25-2026 19:27:26] [NOTES-DBG] flush @0[@]: name='Aoife Byrne' notes='Data protection review is the gating item.'
[07-25-2026 19:27:26] TCP send: 737 bytes, cmd 'Wpartners/part_0de00000-0000-4000-8000-"

[07-25-2026 19:27:26] TCP recv (POLL): 2 bytes (frame @), starts ‘W1’

[07-25-2026 19:27:26] waitForServerAnswerT: answer recovered by POLL after ©0.13 s

[07-25-2026 19:27:26] lockEntity: requesting 'INDEX-customers'

[07-25-2026 19:27:26] TCP send: 37 bytes, cmd 'KINDEX-customers|admin@northwind.demo'

[07-25-2026 19:27:26] TCP recv: 2 bytes (frame @), starts 'K1'

[07-25-2026 19:27:26] lockEntity: ‘'INDEX-customers' GRANTED

[07-25-2026 19:27:26] TCP send: 131 bytes, cmd 'Rpartners_index.txt@0de00000-0000-4000-"

[07-25-2026 19:27:26] TCP recv (POLL): 2 bytes (frame @), starts 'R1’

[07-25-2026 19:27:26] waitForServerAnswerT: answer recovered by POLL after 0.05 s

[07-25-2026 19:27:26] TCP send: 16 bytes, cmd 'kINDEX-customers'

[07-25-2026 19:27:26] TCP send: 37 bytes, cmd 'k@de@0000-0000-4000-8000-000000000022"

[07-25-2026 19:29:06] loadPartnerBody: '@d 0000-4000-8000 15' begin

[07-25-2026 19:29:06] TCP send: 55 bytes, cmd '@partners/part_0de00000-0000-4000-8000-"

[07-25-2026 19:29:06] TCP recv (POLL): 758 bytes (frame 758), starts '@P0de@0000-0000-4000-8000-000000"
[07-25-2026 19:29:06] waitForServerAnswerT: answer recovered by POLL after ©.05 s

[07-25-2026 19:29:06] '0de00000-0000-4000-8000-000000000015" OK (758 bytes)

[07-25-2026 19:29:06] applyUserRoleDimming: currUserRole=0 ADMIN=0 editOff=0 tabSett=9

[07-25-2026 19:29:06] applyUserRoleDimming: TB4_NEW_USER ATTR_DIMMED readback=0

[07-25-2026 19:30:19] applyUserRoleDimming: currUserRole=0 ADMIN=0 editOff=0 tabSett=9

[07-25-2026 19:30:19] applyUserRoleDimming: TB4_NEW_USER ATTR_DIMMED readback=0

[07-25-2026 19:31:05] TCP send: 18 bytes, cmd '@partner_mails.txt'

[07-25-2026 19:31:05] TCP recv (POLL): 5 bytes (frame @), starts 'Error’

[07-25-2026 19:31:05] waitForServerAnswerT: answer recovered by POLL after 0.23 s

[07-25-2026 19:31:05] supportFetchProcess: partner_mails.txt unavailable - keeping support_incoming.txt for retry
[07-25-2026 19:31:22] supportFetchLaunch: started IMAP fetch for 1 account(s)

[07-25-2026 19:31:23] TCP send: 18 bytes, cmd '@partner_mails.txt'

[07-25-2026 19:31:23] TCP recv (POLL): 5 bytes (frame @), starts 'Error'

[07-25-2026 19:31:23] waitForServerAnswerT: answer recovered by POLL after 0.06 s

[07-25-2026 19:31:23] supportFetchProcess: partner_mails.txt unavailable - keeping support_incoming.txt for retry
[07-25-2026 19:31:46] applyUserRoleDimming: currUserRole=0 ADMIN=0 editOff=0 tabSett=9

[07-25-2026 19:31:46] applyUserRoleDimming: TB4_NEW_USER ATTR_DIMMED readback=0

Vrstica 1, stolpec 1 2.092.902 znaka Navadno besedilo 100% Windows (CRLF) UTF-8

Figure 69L0g.txt. Every command the client sends and every answer it gets, with a timestdngh is what makes a
problem report answerable.

The client and the server each keep one of these. When something behaves oddly, this file is where the
answer is, and it is usually readable without any knowledge of the internals: the command names say
what was being attempted and the byte counts say vileetit arrived.

Figure 70A few lines in context. Here the incomimail fetch reports that the server's nightly address index is not there
yet, and says what it will do about-ikeep the downloaded mail and try again.

Two habits make the log worth having. When you report a problem, quote the few lines around the time
it happened rather than describing thenthe exact wording matters. And when a feature seems not to
work at all, look for its name in the log before assognit is broken: a line saying what it decided and why
is usually already there.
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